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TOWN OF BROOKLINE, MASSACHUSETTS

Dear Town Meeting Member:

Welcome to Town Meeting. The traditional New England Town Meeting is the embodiment of
"grass roots" democracy. Brookline's Town Meeting has been in place for over three hundred
years. It provides the residents of Brookline with access to their municipal government and
allows a high level of citizen participation. Our Town Meeting is a model of the best in local
democracy.

This handbook has been produced and edited by the current and past Town Moderators with
the assistance of the Brookline Town Meeting Members Association (TMMA). It is designed to
be used by Town Meeting Members as a guide to the procedures of our Town Meeting.  

The purpose of the TMMA is to serve all Town Meeting Members as a non-partisan, non-
advocacy association.  Its goals are:

�x To foster open, efficient and effective participatory and democratic governance in the
Town of Brookline and to increase the understanding of Town Meeting Members and
their constituents of issues facing Brookline that may come before Town Meeting;

�x To gather, develop and disseminate relevant information about Town issues to Town
Meeting Members and their constituents for the purpose of providing an informed
discussion of issues at Town Meeting; and

�x To consider ways to improve the structure and process of Town Meeting, its efficiency,
collegiality and effectiveness, and to encourage broad participation of Town Meeting
Members.

The TMMA also maintains an internet listserv at BrooklineTMMA@groups.IO on which Town
Meeting Members and a limited number of others post comments and information relating to
Town issues and events.

Additional copies of this Town Meeting Handbook may be obtained from the offices of the Select
Board or the Town Clerk, and the entire Handbook is also posted on the Town's website at
www.brooklinema.gov/townmeeting/handbook.

This edition of the Handbook has been completely reorganized and modernized by TMM
Jennifer Goldsmith in order to provide TMMs and others with a vastly more comprehensible and
user-friendly document. We gratefully acknowledge her invaluable assistance in accomplishing
this. 

The 2020 Annual Town Meeting will be held remotely due to the current COVID-19 crisis, and
will be subject to many special rules and procedures that are not covered in this Handbook.

Sincerely yours,

Edward (Sandy) Gadsby, Town Moderator, and

the Town Meeting Members Association

mailto:BrooklineTMMA@groups.IO
http://www.brooklinema.gov/townmeeting/handbook
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HISTORY & FUNCTIONS
Br ook line' s T own  Meet ing  has  been  in  place  f or  over  t  hr ee  hundred year s, with the ideal of
pr oviding  t  he citizens  of  Br ook line  clear  access t o  o u r   m unicipal  g overnm ent  and allo wing  
i n c l u s i o n   a n d   p a r t  i c i p a t  i o n   a m o n g   a l l   r e s i d e n t  s .   

- Brookline was settled in 1638 and incorporated in 1705, the same year its first town 
meeting was held. At that Town Meeting, only male property owners were eligible to 
participate.

- I n   1 9 1 0   t  o wn f inance  com m it  t  ees were  established  by  state  st  atut  e. I n  Br ook line,  t  he  
f inance comm it  t  ee  is  called  t  he Advisor y  Comm it  t  ee.

- In 1915,  Br ook line  became  t  he  f ir st  t  own  in  Massachusett  s  t  o adopt  a Repr esentat  ive  
Town  Meet  ing ,  allowing  all  cit  i zens  t  o  be heard  w h e n   r e c o g n i z e d   b y   t  h e   M o d e r a t  o r   but  
only elected T own  Meet  ing  Members  t  o  vote.

- T he  conduct  of  T own Meet  ing  is  m anaged  by the  Moderat  o r  in t  he exercise  of  his  or  her  
discr etion,  subj ect  always  t  o st  ate law,  t  he T own by- laws,  and T own Meet  ing  votes  and 
tr adit  ions.

____________________________

�ò T her e  are  aspir at  ions behind  t  he  t  own - m eet  ing  concept  ion  of  dem ocr acy  which  m ust  be 
r ecog nized  as  indelible  par ts  of  t  he dem ocr atic  cr eed.�ó

T he t  own - meeting  concept  ion  of dem ocracy  is  an idealize d  wa y  of  expressing  t  he dem ocrat  ic  
hope t  hat  t  hose  who  are  g overned will  be  able  t  o  r each t  hose  who  g overn  t  hem ,  t  hat  t  hey will  be  
able  t  o  mak e t  heir  voices  heard wher e  it  counts  and  will  be  r ecog nized  as  per sons  and  not  as 
f aceless  cog s  in  an  ef f  icient m achine. 

I t  speak s  f or  a  belief  t  hat  a  society  is  saf er  and  f r eer  when  the  bulk  of  it  s  cit  izens under st  and  
t  he programs  and  g oals  t  hat  t  heir governm ent  has  chosen  and  when  t  hey  have achieved  t  his  
under st  anding  bec ause t  hese program s and g oals  have  been  honest  ly debat  ed  in public. "

-  American Dem ocracy:  The Pow er  of t  he Dem ocr atic I dea,  Rock ef eller  Panel Report ( 1960)
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TOWN MEETING FAQs
Q| What are the functions and responsibilities of Town Meeting?

A| As  t  he leg islative  body  of  T own  g overnm ent ,  T o w n   M e e t  i n g   i s   r e s p o n s i b l e   f  o r :   

-   Approving the Town budget, including both operating and capital appropriations and allocations,
-   Consider ing  and  voting  on chang es  to  the T own's  zoning  and g ener al  by- laws,  
-   Accepting or r ej ecting st  ate laws  t  hat  are  subj ect to  local  o p t  i o n , 
- R eq uesting  special st  ate l e g i s l a t  i o n  f o r  t  h e  Town,  and   
-   A p p r o v i n g  any s i g n i f  i c a n t   chang es in T own adm inist  r at  ive st  r uct  ure and procedur es.

Q| How often, when and where does Town Meeting meet?

A| Town Meetings are typically held twice annually, once each in the spring and fall.

An Annual Town Meeting is held each spring, in late May. A regular Special Town Meeting is held each 
November, typically during the week before Thanksgiving week. Special Town Meetings may be called at 
other times by the Select Board to deal with Town business. Special Town Meetings may also be called  by 
written petition signed by 200 voters. Town Meetings are held in the Brookline High School Auditorium, 155 
Greenough Street. They begin at 7:00 pm and typically last two or three evenings depending on the length 
and complexity of the meeting agenda, although in recent years Town Meetings have begun to last four or 
more sessions.

Q | What process initiates a Town Meeting?

A | A Town Meetings is initiated when the Select Board issues a warrant containing the 

meeting agenda, which serves as notice to all citizens. 

The Town by-laws require that notice of Town Meetings be given by �òposting copies of the Warrant in ten 
public places in the Town and by publication of the Warrant in a newspaper of general circulation in the 
Town.�ó Posting and publication of these materials must occur at least seven days in advance of the Annual 
Town Meeting and at least 14 days in advance of a Special Town Meeting. Typically, the Warrant is approved 
by the Select Board more than two months before the Town Meeting to which it applies, and legal postings 
take place shortly thereafter. A copy of the Warrant is also mailed to all Town Meeting Members at that time 
and is simultaneously posted on the Town website.



3

Q| What is a Warrant?

A|  A warrant is a  not ice  t  o  all  residents of  t  he  T own  t  hat  a   T o w n   M eeting  will  be  held.   

T h e   w a r r a n t    i s   i s s u e d   b y   t  h e   S e l e c t    B o a r d   a n d   m u s t    s t  a t  e   t  h e   t  i m e   a n d   p l a c e   w h e r e   t  h e   m e e t  i n g   w i l l   b e   h e l d   
a n d   t  h e   s u b j e c t    m a t  t  e r   t  o   b e   a c t  e d   o n .   

Q| What is a Warrant Article?

A|  Each item of business within the warrant is called a warrant article.

Essentially, the warrant sets forth the agenda for the Town Meeting.  The agenda items are referred to as 
warrant articles.

Q| How are warrant articles developed and brought to town meeting?

A|  The Select Board may adopt warrant articles or residents may initiate a petition for a 

warrant article. 

Residents  m ay  have  an  a rt  icle  placed  on  t  he warrant  b y   obt  aining  t  he  sig nat  ur es  of at least t  en  r eg ist  er ed  
Br ook line  voter s  and  subm it  t  ing  t  he  pr oposed  a r t  icle t  o  t  he  Select  Boar d  bef ore  t  he  closing  of  t  he  
w arr ant  f or  the  m eet  ing ,   7 5   d a y s   p r i o r   t  o   t  h e   m e e t  i n g   d a t  e .

A   w a r r a n t    a r t  i c l e   i n i t  i a t  e d   b y   c i t  i z e n s   i s   r e f  e r r e d   t  o   a s   a   p e t  i t  i o n   a r t  i c l e .   The W a r r a n t    P r o c e s s     section of this
handbook provides a detailed description of this process. 

Q | How do Town Meeting members learn about the contents of a warrant?

A |  The Office of the Select Board and the Town Clerk distribute warrant materials in 
advance of Town Meeting. 
T he T own  Clerk  is  r eq uired  t  o  send  a   d o c u m e n t    c a l l e d   T h e   C o m b i n e d   R e p o r t  s   t  o   T own  Mee t  ing  Members 
at  least  seven  days  prior  t  o  t  he Annual  T own  Meet  ing  and  at  least  14  days  prior  t  o  a Special  T own  Me eting. 
The Office of the Select Board compiles the Combined Reports, which includes: 

�x the  t  ext  of  each ar t  icle  in  t  he warr ant,
�x the  explanations  of  p e t  i t  i o n   a r t  icles  subm itt  ed  by  cit  izen  pet  it  ioners,
�x t  he r eport  s  of  t  he  Select  Boar d  and  t  he  Advisory  Comm itt  ee  on  each  a rt  icle,
�x and  every  r eport subm itt  ed  in  t  im e f or  publication  by  a  boar d or  comm it  t  ee  wit  h  j ur isdict  ion  over  

t  he  sub j ect m att  er  of  a n y   a r t  icle.
A second distribution is typically provided to Town Meeting Members in the week prior to a scheduled Town 
Meeting. Referred to as the Supplemental Reports, this distribution includes r epor t  s  of  the  Select  Boar d  and  
Advisory  Comm it  t  ee t  hat were  not available at the time of distribution of the Combined  Report  s as well as  all  
am endment  s  and m ot  ions  proposed  t  o  be  m ade  under  the  a rt  icles  in  t  he warr ant  subm it  t  ed  af t  er t  he  
deadline  f  or  m ailing  of  t  he  Com bined  Reports. Periodically updates many be distributed during the course of 
Town Meeting sessions. The Town Meeting Files section of the Town�ïs website contains these files.

https://www.brooklinema.gov/1020/Town-Meeting-Files
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Q| Who presides over a Town Meeting?

A| Town Meeting is presided over by a moderator who is elected every three years in an 

annual Town election. 
The Moderator runs Town Meeting  i n   h i s   o r   h e r   d i s c r e t  i o n ,   subj ect  t  o st  ate law,  t  he T own by- laws and  T own M
eet  ing  traditions.  The Moderator section of this Handbook provides a detailed description of this role. 

Q| How is the agenda for Town Meeting set?

A| T o w n   M e e t  i n g   agendas are based on the articles in the warrant.   

All topics discussed at Town Meeting must be within the scope of the subject described in an article as it 
appears in the warrant. The Moderator interprets how broad that scope may be. Since the purpose of the 
warrant is to inform voters about a subject to be considered by Town Meeting and not to set forth the exact 
action sought, the courts have supported liberal interpretations of scope as defined by Moderators.

Q| What parliamentary rules govern Town Meeting?

A| T o w n   M e e t  i  n g   sessions  are governed by parliamentary rules set forth in this Handbook 

and in Town Meeting Time, a publication of the Massachusetts Moderators Association. The rules 
governing the priority and requirements of s p e c i f  i c   m o t  i o n s ,   f  r o m   T o w n   M e e t  i n g   T i m e ,   a r e   s e t    
f  o r t  h   o n   t  h e   i n s i d e   f  r o n t    c o v e r   o f    t  h i s   H a n d b o o k . 

Q| How can Town Meeting be viewed remotely?

A| T o w n   M e e t  i n g   sessions  are li vestreamed  a n d   a i r e d   b y   Br ook line  I nter act  ive  G r oup (BIG),   o n   

Comcast  Channel 23  and  RCN  Channel 15.  Archives of Town Meeting proceedings are available on-line at BIG. 

Q| How does voting on warrant articles happen at Town Meeting?

A| Voting happens either by voice vote, by hand or by an electronic vote.

The Moderator will initially call for either a voice or hand vote.  Recorded votes are initiated by a motion for a 
recorded vote that is seconded and approved by at least 35 Town Meeting Members.   V o t  e s   a r e   r e c o r d e d   
t  h r o u g h   t  h e   u s e   o f    h a n d h e l d   d e v i c e s   a n d   a r e   d i s p l a y e d   o n   t  h e   p r o j e c t  i o n   s c r e e n   d u r i n g   T o w n   M e e t  i n g .   
R e s u l t  s   o f    r e c o r d e d   v o t  e s   a r e   i n c l u d e d   i n   t  h e   m i n u t  e s   o f    T o w n   M e e t  i n g ,   p u b l i s h e d   o n   t  h e   T o w n   w e b s i t  e   
a n d   r e t  a i n e d   b y   t  h e   T o w n   C l e r k   f  o r   a t    l e a s t    t  h r e e   y e a r s .   The V o t  i n g   o n   t  h e   M a i n   M o t  i o n   section of this 
Handbook provides a detailed description of this process. 

https://brooklineinteractive.org/
https://brooklineinteractive.org/
https://brooklineinteractive.org/
https://brooklineinteractive.org/
https://brooklineinteractive.org/
https://brooklineinteractive.org/
https://brooklineinteractive.org/
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https://brooklineinteractive.org/
https://brooklineinteractive.org/
https://brooklineinteractive.org/
https://brooklineinteractive.org/
https://brooklineinteractive.org/
https://brooklineinteractive.org/
https://brooklineinteractive.org/
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Q| What�·s the difference between Annual Town Meeting and a Special Town Meeting?

A| Town Meeting is the generic term applied to any Town Meeting gathering.

The Annual Town Meeting by statute consists of two parts: the annual Town election, typically held on the first
Tuesday in May, and a business meeting of Town Meeting Members held in late May or occasionally early 
June.  The annual business meeting is referred to in this handbook, as the "Annual Town Meeting." A Special 
Town Meeting is often called to be held "within" the Annual Town Meeting or within another Special Town 
Meeting. In this event the Moderator conducts each meeting separately, although they occur in immediate 
succession. A Special Town Meeting is also required to be called by the Select Board within 90 days of 
receiving a petition signed by at least 200 registered voters requesting a meeting. 

Q| Where are copies of Town Meeting materials available?

A| In addition to the Town website, the Main Library has a file of Town Meeting material.

The Main Library on Washington Street maintains a file of Town Meeting documents, including the Financial 
Plan, the Combined Reports, and plans and other supporting documents relating to projects that come 
before Town Meeting. The Brookline Interactive Group YouTube government channel also archives past 
Town Meeting video files.  All warrants, reports and other material relating to each Town Meeting are posted
on the Town website and remain so posted for a period of three years. 

https://www.youtube.com/playlist?list=PL_kXbXA0-Qd7AY3JQLfbxamlrNzl-Z33i
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TOWN BUDGET FAQS

Q| What is the amount of Brookline�·s total budget?

A| Brookline�·s FY �¶20 Budget balances $335 million of revenues and expenses.

A balanced budget means that revenues are equal to expenses. 

Q| What are the sources of Brookline�·s revenue and expense budgets?

A| FY �¶20 Town Revenue and Expense Budget detail is below. 

Brookline Budget Central provides documentation on each category.

Q| What is the role of Town Government in Budget development and approval?

A| The Town Administrator prepares the initial budget, which is then reviewed and revised by 

the Advisory Committee serving as the Town finance committee.  The Advisory Committee�·s 
budget is then presented to and approved at the Annual Town Meeting, subject to adjustments at
the Fall Special Town Meeting. The Advisory Committee section of this Handbook provides a detailed 
description of this process. 

Q| What is the timeline of the Town�·s budget process?

A|  The budget process starts each late fall and ends in May. 

The Budget Process section of this Handbook provides a detailed description of this process.

https://www.brooklinema.gov/851/Budget-Central
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ROLE IN TOWN GOVERNMENT
Moderator
T he  Moderat  or  is  elected  by t  he  voter s  of  t  he  T own  f  or  an unsalaried t  hr ee- year t  erm .   T he  Moderat  or  is  t  he  
pr esiding  of f  icer  of  t  he T own  Meet  ing  with the pr incipal  dut  y  of advancing  t  he t  r ansact  ion of  t  he T o wn's  
business  in  an  or der ly  m anner  and carrying out t  he will  of  t  he T own  Meet  ing. T he Moderat  or  sets g uidelines 
f or  t  h e   length  of  pr esentations  and  det  erm ines t  he  prelim inar y order  of speak er s at Town Meeting t  o  assure  
t  hat  all  sides  of  an  issue  are  pr esented. T he  Moderator also appoints  t  he  Advisory  Comm it  t  ee,  t  he  
Comm itt  ee  on T own  O rg anization  and St  r uct  ure, and  three m em bers  of  t  he  Audit  Comm itt  ee,  as  well  as  any 
t  empor ary  Mo der ator �ïs  com m itt  ees m andat  ed  by T own  Me eting. 

The Moderator is available by phone or e-mail for consultation by Town Meeting Members and residents of 
Brookline to assist them on procedural issues or in preparing articles or motions for Town Meeting. In addition,
prior to the Annual Town Meeting the Moderator conducts an annual instruction session on Town Meeting 
procedures that is especially geared for new Town Meeting Members. The Appendix of this Handbook 
provides Key Contacts including the Moderator�ïs contact information.

Town Meeting Members
Town Meeting is comprised of 240 elected members. Fifteen registered voters are elected from each of 16 
precincts. O ne t  hir d  o f    T o w n   M e e t  i n g   M e m b e r s   are  elected  each  year f or  a  t  hree- year  t  erm ,   w i t  h   t  h e   
exception  t  hat  all  15  posit  ions  in  a  precinct  m ust  be  elected  t  o  st  agg ered t  erm s  at  t  he T own  election  
subseq uent  t  o  any  r edist  r ict  ing  of  t  hat  precinct. I n  addit  ion  t  o t  he  240 elected m ember s,  t  he Moderat  or,  T own  
Clerk ,  f  ive  Select  Boar d  m e m b e r s ,   and any st  ate  leg islator  r esiding  in  Br ook line  ser ve  as  T own  Meet  ing  
Members - at  - Larg e. O nly T own Meet  ing  Members  have the r ig ht t  o vote  on m at  t  ers  t  hat  com e bef or e T own 
Meet  in g . 

Town Clerk
T he  T own  Clerk  is  a  f ull - t  im e  paid  of f  icial  elected  by  B r o o k l i n e   voter s  f  or  a  t  hree - year t  erm . T he  T own  
Clerk  r ecor ds  t  he  m inut  es  of  each  T own  Meet  ing  and  m aint  ains  t  he  of f  icial  r ecor d  of all  votes  t  ak en.   T he 
T own  Clerk  adm inist  ers t  he  oat  h  of  of f  ice t  o T own  Meet  ing  Members,  t  he Moderat  or  and  other  elected  and  
appointed  of ficials. T he of f  ice  of  T own  Clerk  has  m a n y   o t  h e r   s t  a t  u t  o r y   d u t  i e s   r e l a t  i n g   t  o   T o w n   e l e c t  i o n s   a n d   
t  h e   T o w n   c e n s u s ,   among other responsibilities, and maintains a vast array of Town records.

Select Board
T h e   Select  Boar d is a five-member body in which each member is elected  f or  a   t  hree-year  t  erm,  wit  h  one  or  
two  m embers  elected  i n   each  year .     T h e   m e m b e r s   o f    t  h e   S e l e c t    B o a r d   r e c e i v e   m o d e s t    a n n u a l   s t  i p e n d s   f  o r   
t  h e i r   r o l e s .  T he  Select  Boar d  ser ves  as  t  he T own's  executive  aut  hor it  y,  wit  h  overall  r esponsibilit  y  f  or 
supervising  T own  af f  air s. It  s  r ole  is  def ined  by  st  ate  law  and  t  he  T own  char t  er  and  by- laws. Am ong  t  he  
dut  ies  of  the  Select  Boar d  ar e:

�x to  appoint  t  he T own  Administ  r at  or  and  ot  her depar tm ent  heads,
�x to appoint  boards and  com m issions,
�x to execut  e  policies  voted  by T own  Meet  ing ,
�x t  o   r evie w  and  m ak e  r ecom m endat  ions  on  t  he  annual  budg et  and  all  ot  her warr ant  a r t  icles,
�x to supervise  t  he  expendit  ure  of  f  unds  appr opr iat  ed  by T own  Meet  ing ,
�x to sig n  all  bonds  and  not  es f or bor r owing s,
�x to ser ve  as  Police  and  Fir e  Comm issioner s,  and
�x to ser ve  as  t  he  Town�ïs  licensing  board.
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W i t  h   r e g a r d   t  o   T o w n   M e e t  i n g ,   t  he  Select  Boar d  has  the  power,  and  in  t  he  case  of  cit  izens'  pet  it  ions is  
r eq uir ed,  t  o  inser t ar t  icles  in  t  he warr ant;  however, only  T own  Meet  ing  has  t  he  f  inal  aut  hor it  y  t  o  accept  ,  
r ej ect  or  m odif y t  he  act  ion  soug ht  by  any  a r t  icle .

Town Administrator

The Town Administrator works under the direction of the Select Board as Chief Operating Officer of the Town,
supervises department heads and is responsible for developing the Town's annual financial plan.

Deputy Town Administrator

Under the auspices of the Town Administrator, the Deputy Town Administrator facilitates Town Meeting by 
overseeing the development and production of the warrant and Combined Reports, and by processing and 
distributing motions, amendments and other documents to be considered at Town Meetings.

Town Counsel

The Town has its own internal law firm under the direction of Town Counsel, who is appointed by the Select 
Board.  Town Counsel provides legal representation for the Town in matters in which the Town is involved or 
by which it is or may be affected. With respect to Town Meeting, Town Counsel aids citizen petitioners in 
drafting warrant articles and provides legal advice relating to Town Meeting matters to the Moderator and to 
Town Meeting Members. Town Counsel provides guidance and training in the State Conflict of Interest and 
Open Meeting laws to committee and board appointees and elected officials.

Advisory Committee and Subcommittees

I n  Br ook line,  t  he  f inance comm it  t  ee, which is comprised of 20-30 residents appointed by the Moderator,  is  
called  t  he Advisor y  Comm it  t  ee.   U n d e r   t  h e   T own  by- la ws  the Advisory Committee should to the extent 
practicable include  at  least  one T own  Meet  ing  Member  f  r om each  precinct  .     N o  m or e  t  han  f our  m ember s  
m ay  r eside  in  t  he  sam e  precinct and no  m ore  t  han  eig ht  m ember s  may  be  a t  - l a r g e   ( non -T own  Meet  ing  
Members) . New me m ber s  of  t  he  A dvisory Comm itt  ee ar e appoint  ed t  o one - y e a r   t  e r m s   a n d   m e m b e r s   a r e   
u s u a l l y   r e a p p o i n t  e d   f  o r   t  hr ee- year terms,   b u t    s o m e t  i m e s   r e a p p o i n t  m e n t  s   a r e   f  o r   t  w o   y e a r s   t  o   a d j u s t    
m e m b e r s h i p   s o   t  h a t    a p p r o x i m a t  e l y   o n e - t  h i r d   o f    t  h e   t  e r m s   e x p i r e   e a c h   y e a r .    In appointing members of the 
Advisory Committee, the Moderator applies a number of criteria, including but not limited to the following (in 
no particular order):  special expertise important to the Committee�ïs mission, such as financial, architectural, 
engineering and legal; maintenance of gender, age and ethnic diversity; a high potential for working collegially
with colleagues; and experience in Town affairs.

The Advisory Committee�ïs r oles are  def ined  by  st  ate  law  and  t  he  T own  char t  er  and  by- laws. The principal 
duty of  the  Committee is t  o   st  udy and  m ake  r ecom m endat  ions  on  w a r r a n t    a r t  i c l e s   f o r   e v e r y   T o w n   
Meet  ing ,   w i t  h   p a r t  i c u l a r   e m p h a s i s   o n   a r t  i c l e s   w i t  h   f  i n a n c i a l   c o n s e q u e n c e s .     T h e   m a j o r   f  o c u s   o f    t  h e   
C o m m i t  t  e e   i n   c o n n e c t  i o n   w i t  h   t  h e   A n n u a l   T o w n   M e e t  i n g   i s   t  he  annual  b u d g e t    a r t  i c l e ,   w h i c h   cont  ains t  he 
proposed  operat  ing  and capit  al budg et  s  f  or  t  he  com ing  year . I n  carr ying  out  its  dut  ies,  t  he  A d v i s o r y   
Comm it  t  ee may  examine  t  he  finances and  r ecor ds  of  any  board,  comm itt  ee  or  of f  icer  of  t  he T own  t  o  the  
ext  ent  per m itt  ed  by  law. T he Advisor y  Comm itt  ee  is  the  only  aut  hor it  y  t  hat  m ay  approve  t  r ansf er s  f  r om  t  he  
T o w n �ï s   Reser ve  Fund f or unf oreseen or emerg ency expendit  ures  bet  ween T own Meet  ing s.  The Committee 
may on occasion decline to study or take a position on certain articles or resolutions with no financial 
implications. 

The work of the full Advisory Committee is complemented by a subcommittee structure, including both ad 
hoc and standing subcommittees, assigned to undertake comprehensive review and to make 
recommendations on warrant articles to the full Committee.
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T he  deliber ations  of  t  he  Advisory  Comm it  t  ee and  it  s  subcomm itt  ees  t  ak e  place  in  m eet  ing s  held  pr incipall y  
dur ing  t  he  t  h r e e -  t  o f our-m ont  h  per iod  pr ior  t  o  a T own  Meet  ing .     T h e   C o m m i t  t  e e   o f  t  e n   m e e t  s   i m m e d i a t  e l y   
p r i o r   t  o   a   T o w n   M e e t  i n g   s e s s i o n   t  o   c o n s i d e r   a m e n d m e n t  s   a n d   o t  h e r   m a t  t  e r s   t  h a t    h a v e   a r i s e n   s i n c e   i t  s   m o s t    
r e c e n t    m e e t  i n g   o r   p u b l i s h e d   r e p o r t  .     T h e   C o m m i t  t  e e ,   t  h r o u g h   i t  s   s u b c o m m i t  t  e e s   a n d   o c c a s i o n a l l y   v i a   t  h e   
f  u l l   C o m m i t  t  e e ,   h o l d s   a t    l e a s t    o n e   p u b l i c   h e a r i n g   o n   e a c h   a r t  i c l e   t  h a t    c o m e s   b e f  o r e   i t  ,  during which all T own
Mee t  ing  Members and Town residents m a y   offer com m ent  s.  Non-members may also address other 
meetings of the full Committee with the permission of the Chairperson, and anyone may submit written 
commentary to any meeting.  

T he  subcomm itt  ees  r epor t  t  heir  r ecomm endat  ions  t  o  t  he f ull  Advisory  Comm it  t  ee,  which  votes  on  each  
a r t  icle. These  votes  becom e  t  he  basis  f or  wr it  t  en  r ecomm endat  ions,  which  are included in the Combined 
Reports, and often supplemented thereafter.  The Advisory Committee�ïs recommendations are advisory only
and may be accepted or rejected by Town Meeting in whole or in part.

T he  annual  budg et  is  presented  t  o T own  Me eting  by  t  he  Advisory  Comm itt  ee,  alt  houg h amendment  s t  o   t  he 
budg et m ay be of f  er ed  by  t  he  Select Boar d or other T own Meet  ing Members. T he Advisory  Comm it  t  ee 
beg ins  it  s r evie w of  t  he budg et  as  soon  as t  he T own Administ  r ator's  Financial Plan  is  r eleased, typically  in  
m id - Februar y. T he  various  element  s  of t  he proposed  budg et  ar e  assig ned  t  o  subcomm itt  ees  and  ar e  
r evie wed  in  much  t  he  sam e  m anner as warr ant  a r t  icles.

A  schedule  of  pr oposed m eet  ing s  and  p u b l i c   hear ing s is  developed  at  the  beg inning  of  each m eet  ing  cycle  
and  is  published  on  t  he  T own�ïs  websit  e  under  t  he  " Calendar "  link . A   not  ice  of each  public  hear ing  or 
m eet  ing  of  t  he  Advisory  Comm itt  ee  and  it  s  subcomm it  t  ees  is  post  e d out  side t  he T own Clerk ' s of f  ice at  least  
48 hour s in advance of t  he m eet  ing,  and is  also published on t  he T own  websit  e  and, if   p o s s i b l e ,  in  local  m edia.  
Notices are  also  sent  t  o  an  e - m a i l   list  of  T own  Meet  in g  Members  m aintained  by  t  he  T own Meeting 
Members Association.  I n  addit  ion,  t  he Committee uses its best efforts to provide  t  he principal  pr oponent(s) 
and  other  inter est  ed  par t  ies  of  whom  t  he Comm it  t  ee is  aware with special notice w h e n   an article of interest 
to them  is  t  o  be consider ed or r econsidered by t  he Com m it  t  ee or any subcomm it  t  ee.

T he  Advisory  Comm it  t  ee m aintains  a  pag e  on t  he T own  websit  e cont  aining  a cur r ent  list  of  m em ber s,  t  he 
com position  of  subcomm it  t  ees,  contact  inf or m at  ion and a link  t  o its m eet  ing schedule. I n d i v i d u a l s   wh o wish  
t  o  be  not  if  ied about t  he schedule f or deliber ation  of  a  specif ic warr ant  a rt  icle  or  depar tm ent  al  budg et  should  
inf orm  t  he  Advisory Comm itt  ee' s Executive Assistant using t  he cont  act  inf orm ation on t  hat websit  e.  See 
Appendix, �òWebsites and Links.�ó

Tow n  Boards, Commissions and Commi tt  ees

Oversight for many Town activities is exercised by appointed  and  elected boar ds, commissions and 
com m it  t  ees. These entities have j urisdict  ion  over  or  r esponsibilit  ies  in  connect  ion  wit  h  t  he  subj ect  m att  er  
of  a rt  icles  t  hat  com e bef ore  T own  Meet  ing . Members of the School Committee and Board of Library 
Trustees are elected to staggered three-year terms in annual Town elections.  The Select Board appoints the 
members of nearly one hundred current  boards, committees and commissions.  The Moderator occasionally 
appoints special committees when and as requested by Town Meeting vote, and on rare occasions appoints 
ad hoc study committees on his or her own motion.  Representatives  of  t  h e s e   e n t  i t  i e s   periodically t  ak e 
posit  ions  and somet  im es  speak  at  T own  Meet  ing s   on  r e l e v a n t    a r t  icles. The Appendix of this Handbook 
includes a list  of current b o a r d s ,   c o m m i s s i o n s   a n d   c o m m i t  t  e e s   a n d   t  h e i r   c u r r e n t    c h a i r p e r s o n s . 

Residents interested in participating in Town boards, commissions and committees can find information on 
vacancies and opportunities at the Brookline Board and Commission website and can apply for a position by 
contacting the Select Board Office.  Residents interested in appointment to Moderator-appointed committees
should contact the Moderator for information concerning application criteria and the appointment process.

https://www.brooklinema.gov/165/Boards-Commissions
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SERVING IN TOWN MEETING
Running f or El ect i on as a Town Meeting Member

�x Any  r eg ist  er ed  Br ook line  voter  m ay  r un f or  election  t  o T own  Meet  ing  f  r om  t  he  pr ecinct  in  which 
his  or  her  leg al  voting  residence  is  locat  ed.

�x A  new  candidat  e  m ust  obtain  nom inat  ion  papers f r om  t  he T own  Clerk ' s  of f  ice  in  T own  Hall. At  
least  t  en  r eg ist  ered  voter s  who  live  in  t  he candidat  e�ïs  precinct  m ust  sig n  t  hese  paper s   f  o r   
n o m i n a t  i o n . Nomination  papers  m ust  have  va lid  sig nat  ures; t  hat  is,  sig nat  ur es m ust  
cor r espond  exactly  t  o  t  he  nam es  on  t  he voting  list  and  corr ect addresses  m ust  be listed. 
Candidates should obt  ain  at  least  15  sig nat  ur es to account for possible errors.

�x C a n d i d a t  e s   m u s t    s u b m i t    n om inat  ion  paper s t  o t  he T own Clerk' s  of f  ice  at  least  49  days  bef or e  
t  he  elect  ion  i n   o r d e r   t  o  appear  on  t  he  print  ed ballot.

�x A  candidat  e  m ay  r u n   as  a  " st  ick er "  or  " wr it  e - in"  candidat  e. While this would bypass t  r a d i t  i o n a l   
n o m i n a t  i o n   pr ocedur es, it is less  likely  t  o  be  successf ul  in a cont  est  ed election.

�x An  incum bent  T own  Meet  ing  Member  m ay become  a  candidat  e f or  r e - election  by p r o v i d i n g   
wr it  t  en not  ice  t  o  t  he  T own  Clerk  at  least  56  days  bef or e  E l e c t  i o n   D a y .

�x As  a  court  esy,  t  he  T own  Clerk m ails  f  orms  t  o   i n c u m b e n t    T o w n   M e e t  i n g   M e m b e r s   f  o r   t  h e m   t  o   
c o m p l e t  e   a n d   r e t  u r n ,   indicating t  heir  int  ent  t  o r un  ( or  not  t  o  r un) f or  r e- election. 

�x Incum bents  are not required t  o f ile  new nom inat  ion paper s  if t  hey return the Town Clerk�ïs form 
indicating t  h e i r   int  ent  ion t  o r un for office prior t  o t  he 56- day deadline.

Running a Town Meeting Campai gn

C a m p a i g n  a p p r o a c h e s  v a r y  b y  p r e c i n c t  ,  n u m b e r  o f   c a n d i d a t  e s  a n d  c o m p e t  i t  i v e n e s s  o f   a n  e l e c t  i o n .  S o m e 
e f  f  e c t  i v e   p r a c t  i c e s   i n c l u d e : 

�x Door- t  o-door canvassing within a precinct to meet voters and make a case for one�ïs candidacy.
�x Obtaining voting lists from the Town Clerk�ïs office in order to identify frequent Town Election voters,

which will enable the candidate to narrow the scope of his efforts and reduce the cost of campaign
literature.

�x Cr eating f lyers  or  cam paig n post  cards to share a candidate�ïs message or platform.  Campaig n  
lit  erat  ure  should  include t  he nam e  and  address  of  a  cit  izen,  usually  t  he candidat  e,  and cam paign  
lit  erat  ur e m ay be dist  r ibut  ed by hand in public  places  or door - t  o- door.

�x Using social media including Facebook communities or school groups, which is likely to reach more 
people than door to door canvasing. 

�x Reaching out to community groups or school groups, holding a house party to introduce a candidate 
and sending informed detailed emails to neighbors, which can serve to enhance the visibility of a 
campaign. 

�x The League of Women Voters (LWV), Brookline PAX and sometimes other advocacy groups in 
Brookline offer candidates the opportunity to introduce themselves, their platforms and their 
responses to questions relevant to their campaigns. These are published in the Brookline Tab and 
distributed electronically and by mail by the LWV and Brookline PAX, respectively. LWV and PAX 
usually solicit all candidates, but candidates may contact them through their websites.

�x T he  LWV holds a Candidat  es'  Nig ht  one  or  t  wo  week s  in advance of  t  he  election. Candidates 
involved in local or Town-wide contested races have the opportunity in this forum to pr esent  t  heir  
views  t  o att  endees.

�x O t  her org anizations including neig hbor hood  associations periodically hold  sim ilar  m eet  ing s.
�x Candidat  es  s h o u l d   s t  a n d   a t    t  h e i r   p o l l i n g   p l a c e   o n   E l e c t  i o n   D a y   a n d   g r e e t    v o t  e r s ,   w h i c h   i s   a   g o o d   

w a y   t  o   o b t  a i n   a d d i t  i o n a l   v o t  e s .     H o w e v e r ,   a n y   c a m p a i g n i n g ,   i n c l u d i n g   s t  a n d i n g   t  h e   p o l l s   o r   
h o l d i n g   s i g n s   m u s t    b y   l a w   n o t    b e   c o n d u c t  e d   w it  hin  150  f t  .  of  t  he  entr ance  t  o  a  polling  place.
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Town Meet  ing Members or candidat  es in som e precincts s o m e t  i m e s  org anize a slate of candidat  es f or t  he
of f  ice and f ocus t  heir cam paig ns on t  he election of all t  hose named on the slate. Some consider t  his t  act  ic
undem ocrat  ic, but it has been effectively used on  m any occasions.

Becoming I nf ormed About  Tow n M eet i ng and Tow n I ssues

At the Precinct Level
�x Many precincts hold warrant review sessions in advance of each Town Meeting. Typically, the 15 

precinct representatives will gather as a group, assign leadership on specific warrant articles and 
have discussions of these topics in the home of a member of their precinct delegation. Some 
precincts invite their communities to these meetings and hold them in public spaces. 

Through the Town Meeting Members Association
�x B ecom ing act  ive in t  he T own Meet  ing  Members Association (TMMA) is  an excellent  wa y for 

Town Meeting Member t  o become inf orm ed about and involved in T own issues. O nce elected, 
T own Meet  ing  Members have  access t  o t  he T MMA listserve (brooklinetmma@groups.io) in  
which T own Meet  ing  Members  com municate  t  heir  views  about  p e r t  i n e n t    i s s u e s .

�x T he TMMA holds a series  of  well - publici zed m eet  ing s t  hr oug hout t  he year  t  o which all cit  i zens  are  
invit  ed. A meeting  held soon af t  er t  he conclusion of  each T own Meet  ing  includes  a  session wit  h t  he 
Moderat  or  d u r i n g   w h i c h  pr ocedur al and other  issues t  hat  ar ose during t  he T own Meet  ing  are 
discussed.

�x T he T MMA a lso typically holds public  inf orm ation m eet  ing s prior t  o t  he f ir st deliber ative session of  
T own Meet  ing ,  at  which sponsors  of  contested or pivotal ar t  icles m ak e pr esent  ations.

�x T he T MMA periodically sponsor s visits to sites that would be affected by capit  al expenditures 
contained in t  he warr ant f or t  he m eeting. These are usually scheduled on Sundays.

Accessing Town-Wide Resources
�x T he official Town websit  e (www.brooklinema.gov) cont  ains consider able inf or m at  ion about t  he 

T own and cur r ent  act  ivit  ies of  it  s board s, com m issions and comm it  t  ees.
�x T he Annual Report of t  he T own also cont  ain s that  inf or m at  ion, and  includes a detailed narrative and

fiscal year summary and projections f o r   each Town and School depar tm ent.  Annual Re por ts are 
available f r om t  he T own Clerk  or Select  Boar d' s  of f  ice and are posted online on the Town website.

�x Meet  ing s  of T own boards,  comm issions  and comm it  t  ees  ar e open t  o t  he public, and notices of 
meetings are  included in t  he calendar contained in the Town website, posted on the T own Clerk' s  
bulletin boar d, and often set forth in the local media and  i n   e m a i l s  t  o T own Meet  ing Members .  The 
m eet  ing s of  t  he f ull  Advisory Comm it  t  ee and it  s  subcomm itt  ees  offer in depth discussion on issues  
t  o com e bef ore T own Meet  ing . I n addit  ion, m eet  ing s of  the  Select  Boar d and School Comm itt  ee are
t  elevised  by Br ook line  I nter act  ive G r oup ( local access t  elevisi o n) .

�x T he T own's g eneral by- laws  descr ibe t  he str ucture of T own  g overnm ent  and current T own 
r eg ulations,  including  some of the r ules under  which T own  Meet  ing is  conduct  ed.  The current 
version of these by-laws is posted on the Town website.

�x The Town�ïs annual financial plan, as compiled by the Town Administrator, is published early each 
calendar year and is available in the offices of the Town Clerk and Select Board.

Engaging as a Town Meeting Member

Town Meeting may be difficult to navigate for new Town Meeting Members. Several strategies can assist with 
the transition from candidate to elected Town Meeting Member.

�x Find a mentor: Mentoring that pairs new members with experienced Town Meeting Members can 
provide support and clarity. New members can seek out willing and experienced mentors from 
among their precinct delegations.

mailto:brooklinetmma@groups.io
http://www.brooklinema.gov
http://www.brooklinema.gov
http://www.brooklinema.gov
http://www.brooklinema.gov
http://www.brooklinema.gov
http://www.brooklinema.gov
http://www.brooklinema.gov
http://www.brooklinema.gov
https://www.brooklinema.gov/349/Annual-Reports
https://www.brooklinema.gov/310/Town-By-Laws
https://www.brooklinema.gov/310/Town-By-Laws
https://www.brooklinema.gov/310/Town-By-Laws
https://www.brooklinema.gov/310/Town-By-Laws
https://www.brooklinema.gov/310/Town-By-Laws
https://www.brooklinema.gov/310/Town-By-Laws
https://www.brooklinema.gov/310/Town-By-Laws
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�x Elect a precinct captain: By electing a precinct captain, new Town Meeting Members have a clear 
contact to whom to bring questions. A precinct captain can also take the lead in scheduling precinct 
warrant review sessions. 

�x Attend formal and informal training meetings: The Town Meeting Members Association facilitates
training sessions each spring to orient newly elected members. These formal sessions can be 
complemented by panels and video training sessions led by current Town Meeting Members.

�x Attend the Moderator�ïs training meeting:  The Moderator conducts an annual instruction session 
on Town Meeting procedures shortly before each Annual Town Meeting.  This session is especially 
directed at new Town Meeting Members.

�x View videos of past Town Meetings: Videos of Town Meeting are available on the Brookline 
Interactive Group website. These films demonstrate the specific practices and procedures applied in 
Town Meetings.

�x Sit with precinct delegations at Town Meeting: It can be educational to sit with a mentor or precinct
delegation members since these individuals can assist in understanding the activities underway 
during a Town Meeting.

Resi gnati on or Termi nati on

A  T own  Meet  ing  Member  m ay  r esig n  by  f iling  a  wr it  t  en  not  ice  of  r esignation  wit  h  t  he  T own Clerk. T he  
r esig nat  ion  is  ef f  ect  ive  as  of  t  he  f iling  dat  e. The term of a  T own  Meet  ing  Member  who  m oves out  side  of  
Br ook line  will e n d   o n   t  h e   m o v e   d a t  e . A Town  Meet  ing  Member who  m oves f r om  one precinct  t  o  anot  her  
wit  hin  t  he T own  cont  inues t  o hold  of f  ice as a T own Meet  ing  Member f r om his  or her orig inal precinct, but only  
unt  il t  he next Town election.

https://brooklineinteractive.org/
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THE WARRANT PROCESS
Warrant articles are developed by individuals, groups or elected officials, often in response to a concept or 
opportunity they identify primarily to improve Town functions. The following guidelines are intended to provide 
practical instructions on preparing and processing a warrant article by citizens' petition. Questions about developing 
a warrant article can be directed to the Moderator. In additional Town Meeting Members with experience in 
developing warrant articles are excellent guides and resources for the petitioner. 

The warrant process can take several months from beginning to end and involves interactions with Town Meeting 
colleagues throughout. This is a collaborative process and works best if petitioners seek guidance from experienced 
Town Meeting Members.  Note that steps 1-5 below all take place prior to filing the article.
The process following the filing of a petition includes attendance at a series of sub-committee and committee 
meetings of the Advisory Committee and Select Board and often at meetings of other Town committees, 
commissions or boards with jurisdiction over the subject matter of an article.

Timing of Warrant Petitions

Petitions must be filed by Noon on the announced date for the closing of the warrant. By law, that date is 75 days 
before the scheduled date of the opening session of the Town Meeting. The Office of the Select Board can provide 
the exact date for the submission deadline.

A p p r o x i m a t  e   T o w n   M e e t  i n g   D a t  e A p p r o x i m a t  e   F i l i n g   D e a d l i n e 

L a t  e   M a y L a t  e   M a r c h 

L a t  e   N o v e m b e r L a t  e   A u g u s t  

Steps in the Warrant Development Process

1 . D e v e l o p   a n d   C l e a r   t  h e   C o n c e p t  

The petitioner(s) should begin the warrant process by discussing their idea for an article with the constituencies 
involved. They should review existing regulations, laws and relevant Town by-laws, and see if other towns have 
similar measures that may serve as models and inform their process.

If Massachusetts law covers the subject matter of the proposed article, the petitioner should consult with Town 
Counsel to confirm that the article would be permissible.
There are six areas in which, under the State Constitution, a Town Meeting may either not act or may only petition 
for action by the State legislature:

(1) regulation of elections; 
(2) levy, assessment and collection of taxes; 
(3) borrowing of money or pledging of credit; 
(4) disposition of park land; 
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(5) governance of civil relationships; and 
(6) punishment of felonies.

Note that, in most if not all of these areas, existing general legislation provides towns with the authority to act within
the limits of the authority provided in such legislation.  The advice of Town Counsel is nevertheless especially 
pertinent to articles related to any of these subjects.

2 . P r e p a r e   a   D r a f  t    A r t  i c l e 

The wording of warrant articles follows a formal and consistent style.
A Town Meeting article should begin with the words:  "To see if the Town will�å" and end with the words "...or act on 
anything relative thereto,�ó although deviation from or the absence of these words is does not present an insuperable
problem.

P u r p o s e   o f    W a r r a n t    A r t  i c l e S y n t  a x ,   P h r a s i n g   a n d   G u i d a n c e 

P r o p o s e d   a m e n d m e n t  s   t  o   T o w n   b y - l a w s " T o   s e e   i f    t  h e   T o w n   w i l l   a m e n d   t  h e   T o w n   b y - l a w s   b y   
[  g e n e r a l   d e s c r i p t  i o n   o f    t  h e   a m e n d m e n t    p r o p o s e d   o r   a   
m a r k e d   v e r s i o n   o f    t  h e   b y - l a w   p r o v i s i o n   s h o w i n g   t  h e   
p r o p o s e d   c h a n g e s ,   i n   e a c h   c a s e   w i t  h   s p e c i f  i c   r e f  e r e n c e   
t  o   t  h e   a r t  i c l e   a n d   s e c t  i o n   n u m b e r s   t  o   b e   a m e n d e d ]  ,   o r   
a c t    o n   a n y t  h i n g   r e l a t  i v e   t  h e r e t  o . " 

P r o p o s e d   a p p r o p r i a t  i o n   o f    f  u n d s " T o   s e e   i f    t  h e   T o w n   w i l l   a p p r o p r i a t  e   [  e s t  i m a t  e d   a m o u n t  ]  , 
o r   a n y   o t  h e r   s u m ,   f  o r   [  p u r p o s e   o f    t  h e   a p p r o p r i a t  i o n ]  ,   o r   
a c t    o n   a n y t  h i n g   r e l a t  i v e   t  h e r e t  o . " 

A p p r o p r i a t  i o n   a r t  i c l e s   s h o u l d   s p e c i f  y   t  h e   s o u r c e   o f    t  h e   
a p p r o p r i a t  i o n ,   w h e t  h e r   f  r o m   t  h e   t  a x   l e v y ,   b y   t  r a n s f  e r   
f  r o m   a n   e x i s t  i n g   a p p r o p r i a t  i o n ,   b y   b o r r o w i n g ,   o r   a n y   
c o m b i n a t  i o n   o f    t  h e s e . 

T h e   p e t  i t  i o n e r   s h o u l d   c o n s u l t    w i t  h   b o t  h   t  h e   D e p u t  y   
T o w n   A d m i n i s t  r a t  o r   a n d   T o w n   C o u n s e l   p r i o r   t  o   
s u b m i t  t  i n g   a n   a p p r o p r i a t  i o n   a r t  i c l e ,   t  o   o b t  a i n   t  h e   
p r o p e r   l a n g u a g e   f  o r   t  h e   s o u r c e   o f    t  h e   a p p r o p r i a t  i o n . 

P r o p o s e d   p e n a l t  y   f  o r   f  a i l u r e   t  o   c o m p l y   w i t  h 
a n   e x i s t  i n g   o r   p r o p o s e d   b y -   l a w 

T h e   p e t  i t  i o n e r   s h o u l d   r e f  e r   t  o   t  h e   a p p r o p r i a t  e   p e n a l t  y   
s e c t  i o n   o f    t  h e   T o w n   b y - l a w s   t  o   m a k e   s u r e   t  h a t    t  h e   
p e n a l t  y   i s   p r o p e r l y   p r o v i d e d   f  o r   a n d   r e f  e r e n c e d .     H e r e   
a g a i n ,   t  h e   p e t  i t  i o n e r   s h o u l d   c o n s u l t    w i t  h   b o t  h   t  h e   
D e p u t  y   T o w n   A d m i n i s t  r a t  o r   a n d   T o w n   C o u n s e l . 

P r o p o s e d   a d o p t  i o n   o f    a   n o n - b i n d i n g   
r e s o l u t  i o n 

T h e   a r t  i c l e   s h o u l d   c o n t  a i n   " W h e r e a s "   c l a u s e s   s e t  t  i n g   
f  o r t  h   t  h e   b a c k g r o u n d   o f    t  h e   p r o p o s e d   r e s o l u t  i o n   a n d   a   
" N o w ,   t  h e r e f  o r e ,   b e   i t    h e r e b y   R e s o l v e d "   s e c t  i o n   s e t  t  i n g   
f  o r t  h   t  h e   o p e r a t  i v e   l a n g u a g e   f  o r   t  h e   r e s o l u t  i o n   t  o   b e   
a d o p t  e d . 

3 . S u b m i t    t  h e   D r a f  t    A r t  i c l e   f  o r   R e v i e w 
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Though not a legal requirement, the Moderator strongly recommends that all citizens' petitions be submitted to 
either Town Counsel or the Moderator for review prior to the remaining steps in its development. Proposed changes 
in the zoning by-law should be reviewed by the Director of Planning.  

While it is up to the petitioner(s) to prepare the initial draft of an article, these officials can assist in the proper 
wording of the article, conforming proposed amendments of existing zoning or general by-laws to the current 
wording of the by-laws and, in certain cases, addressing legal issues that might be raised by the proposed article.

4 . P r e p a r e   a n   E x p l a n a t  i o n 

An explanation of the purposes and intent of an article is required as a component of the development process. This 
explanation will appear in the Combined Reports and is the petitioner's first opportunity to inform Town Meeting 
Members of the purpose of the petition article. The petitioner should write a clear and concise explanation of what 
the warrant article aims to accomplish and why it is needed.

5 . P r e p a r e   a   P e t  i t  i o n   a n d   O b t  a i n i n g   S i g n a t  u r e s 

Each citizen�ïs petition must include signatures of at least ten registered Brookline voters, with their voting 
addresses. The petition form may be obtained from the Town Clerk. As with seeking signatures as a Town Meeting 
candidate, it is a good practice to obtain at least five additional signatures in case some are deemed invalid. 

The primary sponsors of an article should be identified in the petition form as the principal petitioners. The Office of 
the Select Board will notify the principal petitioners when the article is scheduled to be discussed by the Select 
Board, and the Executive Assistant of the Advisory Committee will also provide such notification when the article is 
to be heard by the full Advisory Committee or one of its subcommittees, as more fully discussed below. The principal
petitioners should include their telephone numbers and e-mail addresses in the petition, so that they can be 
contacted easily.

6 . F i l e   t  h e   P e t  i t  i o n   w i t  h   t  h e   S e l e c t    B o a r d �· s   O f f  i c e 

To be included in a warrant, the petitioner must file the petition, with the form of the article accompanied by at least
ten valid signatures and the petitioner�ïs explanation of the article, with the Office of the Select Board, located on the
sixth floor of Town Hall. 

The filing deadline is always at Noon on the date that has been announced for the closing of the warrant. By law that
date is 75 days before the scheduled date of the opening session of the Town Meeting. If in doubt, the petitioner 
should check with the Office of the Select Board for the submission deadline.

7 . P o s t  - F i l i n g   P r o c e s s 

T h e   p r i n c i p a l   p e t  i t  i o n e r ( s )   w i l l   b e   n o t  i f  i e d   o f    v a r i o u s   m e e t  i n g s   a t    w h i c h   t  h e y   a r e   i n v i t  e d   t  o   p r e s e n t    t  h e i r   a r t  i c l e ,   b u t  
i t    i s   t  h e   r e s p o n s i b i l i t  y   o f    t  h e   p e t  i t  i o n e r s   t  o   a t  t  e n d   t  h e s e   m e e t  i n g s .     T h i s   i s   a   r e l a t  i v e l y   t  i m e - c o n s u m i n g   p r o c e s s   f  o r   
m o s t    p e t  i t  i o n e r s .   

A d v i s o r y   C o m m i t  t  e e 
A   s u b c o m m i t  t  e e   o f    t  h e   A d v i s o r y   C o m m i t  t  e e   w i l l   b e   a s s i g n e d   t  o   r e v i e w   t  h e   a r t  i c l e   b a s e d   o n   t  h e   r e l e v a n c e   t  o   t  h a t    
s u b c o m m i t  t  e e .   T h e   s u b c o m m i t  t  e e   w i l l   s c h e d u l e   a t    l e a s t    o n e   p u b l i c   h e a r i n g   t  o   c o n s i d e r   t  h e   a r t  i c l e   a n d   r e c e i v e   
c o m m e n t  s   f  r o m   t  h e   p u b l i c .   T h e   p r i n c i p a l   p e t  i t  i o n e r   w i l l   b e   i n v i t  e d   t  o   a t  t  e n d   a n d   a n s w e r   q u e s t  i o n s   a t    a l l   m e e t  i n g s   
o f    t  h e   s u b c o m m i t  t  e e   a t    w h i c h   t  h e   p e t  i t  i o n e r �ï s   a r t  i c l e   w i l l   b e   c o n s i d e r e d .   T h e   s u b c o m m i t  t  e e   w i l l   v o t  e   t  o   m a k e   a   
r e c o m m e n d a t  i o n   o n   t  h e   a r t  i c l e   t  o   t  h e   f  u l l   A d v i s o r y   C o m m i t  t  e e . 
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F o l l o w i n g   t  h e   s u b c o m m i t  t  e e   r e v i e w ,   t  h e   a r t  i c l e   w i l l   b e   d i s c u s s e d   b e f  o r e   t  h e   f  u l l   A d v i s o r y   C o m m i t  t  e e ,   a n d   t  h e   
p e t  i t  i o n e r ( s )   w i l l   a g a i n   b e   a s k e d   t  o   a t  t  e n d   a n d   p r e s e n t    h i s   o r   h e r   p o s i t  i o n .   T h e   A d v i s o r y   C o m m i t  t  e e   w i l l   v o t  e   t  o   
m a k e   a   r e c o m m e n d a t  i o n   t  o   T o w n   M e e t  i n g   o n   t  h e   a r t  i c l e . 

S e l e c t    B o a r d   a n d   o t  h e r   T o w n   B o d i e s 
T h e   S e l e c t    B o a r d   w i l l   i n v i t  e   t  h e   p r i n c i p a l   p e t  i t  i o n e r ( s )   t  o   p r e s e n t    t  h e   a r t  i c l e   a n d   w i l l   v o t  e   t  o   m a k e   a   
r e c o m m e n d a t  i o n   o n   t  h e   a r t  i c l e .   T h e   p e t  i t  i o n e r ( s )   m a y   a l s o   b e   i n v i t  e d   t  o   a p p e a r   b e f  o r e   v a r i o u s   T o w n   c o m m i t  t  e e s   
t  h a t    h o l d   m e e t  i n g s   t  o   d i s c u s s   w a r r a n t    a r t  i c l e s   i n   a d v a n c e   o f    s c h e d u l e d   T o w n   M e e t  i n g s . 

B u i l d i n g   S u p p o r t    f  o r   a   W a r r a n t    A r t  i c l e 

P e t  i t  i o n e r s   m a y   o r g a n i z e   a   c a m p a i g n   a m o n g   T o w n   M e e t  i n g   M e m b e r s   a n d   o t  h e r   t  o w n   r e s i d e n t  s   t  o   s u p p o r t    t  h e   
a r t  i c l e .   T h e   p e t  i t  i o n e r s   m a y   a l s o   w i s h   t  o   p r e p a r e   a   m a i l i n g   t  o   T o w n   M e e t  i n g   M e m b e r s   o r   u s e   s o c i a l   m e d i a   t  o   
o b t  a i n   b r o a d   s u p p o r t    f  o r   a   w a r r a n t    a r t  i c l e . 

P r e s e n t  i n g   a t    T o w n   M e e t  i n g 

E v e n t  u a l l y   t  h e   a r t  i c l e   w i l l   c o m e   b e f  o r e   T o w n   M e e t  i n g ,   a t    w h i c h   p o i n t    t  h e   p r i n c i p a l   p e t  i t  i o n e r   o r   a   d e s i g n e e ,   w h o   i s   
t  y p i c a l l y ,   b u t    n o t    n e c e s s a r i l y ,   a   T o w n   M e e t  i n g   M e m b e r ,   d e l i v e r s   a   p r e s e n t  a t  i o n   i n   s u p p o r t    o f    t  h e   a r t  i c l e .   The 
P a r t  i c i p a t  i n g   i n   D e b a t  e   a t    T o w n   M e e t  i n g  section of this Handbook provides a detailed description of the 
presentation process. 
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THE BUDGET PROCESS
Annual Budget Cycle

E a r l y   F a l l D e p a r t  m e n t  a l   B u d g e t    P r e p a r a t  i o n : 
D e p a r t  m e n t    H e a d s   p r e p a r e   b u d g e t  s   f  o r   f  o r t  h c o m i n g   f  i s c a l   y e a r 

L a t  e   N o v e m b e r /    
E a r l y   D e c e m b e r 

B u d g e t    R e v i e w 
S e l e c t    B o a r d   r e v i e w   a n d   p u b l i c   h e a r i n g s   o n   o p e r a t  i n g   a n d   c a p i t  a l   b u d g e t  s 

M i d - F e b r u a r y F i n a n c i a l   P l a n   R e v i e w 
T o w n   A d m i n i s t  r a t  o r   s u b m i t  s   F i n a n c i a l   P l a n   t  o   S e l e c t    B o a r d   a n d   A d v i s o r y   
C o m m i t  t  e e 

F e b r u a r y   �²   M a y A d v i s o r y   S u b c o m m i t  t  e e   a n d   C o m m i t  t  e e   r e v i e w 

L a t  e   M a y A n n u a l   A p p r o p r i a t  i o n s   V o t  e 
B u d g e t    p r e s e n t  a t  i o n   a n d   v o t  e   a t    A n n u a l   T o w n   M e e t  i n g 

A   d e t  a i l e d   b u d g e t    t  i m e l i n e   i s   i n c l u d e d   i n   t  h e   A p p e n d i x . 

Departmental Budget Preparation

E a c h   y e a r ,   t  h e   T o w n �ï s   budg et  pr ocess  beg ins  ear ly in the f all  when  each T own  depart  m ent  head  pr epares an  
estim ate  of  expenditures  f or  t  he  forthcoming f iscal  year .  If  t  he  depar tm ent  is  presided  over  by  a board  or  
comm ission,  t  hat body  wi ll  r evie w  t  he  budg et  in advance of submission t  o t  he T own  Administr ator.

Budget Review

T he  Select  Boar d holds  public  hearings   on  bot  h  operat  ing  and  capit  al  budg et  s annually  in  lat  e  November  or  ear ly 
Decem ber.  The T own's  long - r ang e f inancial  f  or ecast    is  present  ed  by t  he  Deputy T own  Administr ator  and Finance  
Dir ector   a t    t  h e s e   m e e t  i n g s . Following Select Board review, t  he Town  Administ  r ator  develops  t  he  Financial Plan,  
which  includes:

�x�� t  he T own  Administ  r at  or' s  proposed  operat  ing  and unclassif ied  budget  s  and capit  al  expendit  ures  f or  t  he  
forthcoming f iscal  year ,

�x�� a  descr iption  of  costs,  g oals  and  obj ect  ives  f or each  depar t  m ent  ,
�x e stimat  es  of  st  ate, county,  MBT A and  other  assessm ent  s,
�x collective  bargaining  obj ect  ives,
�x proposals f or various r eserves , and
�x comm ent  s  about  ot  her f iscal  m at  t  er s.

Financial Plan Review

T he  T own  Administ  r at  or  subm it  s  t  he  r ecomm ended  Financial  Plan  t  o  the  Select  Boar d  and
Advisor y  Comm it  t  ee  in  m id - Februar y  f  or  det  ailed  st  udy. Subcomm itt  ees  of  t  he  Advisor y  Comm itt  ee  hold  public
hearing s  on each  depart  m ent  's  budget  r eq uest,  on all  proposed  capit  al  appr opr iations  and on  all  non- depart  m ent  al
appropriat  ions. T he  subcomm it  t  ees  t  hen  m ak e  r ecom m endat  ions  t  o  t  he  f ull Advisor y  Comm it  t  ee,  whi ch  t  ak es  a 
f inal  vote  on the  ent  ir e f iscal  year  budg et  and  pr ese nt  s  it  t  o T own  Meet  ing .
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T he  T own  Administ  r at  or  or Deputy  Town  Administ  rator  per iodically  appear  at  t  h e s e   m eet  ings  t  o  explain  t  he  
proposals  contained in the Financial Plan  and  t  o  comm ent  on  any  t  hird- part  y  proposals  f or chang es  in  t  he  
budg et  . T own  Meet  ing  Members  and  other  p a r t  i e s   interested  in  t  he  budg et g enerally or  in  specif ic  capit  al  or non- 
capit  al  appr opr iations  are  encour ag ed t  o  become  engaged in  t  he  budget  pr ocess  at  as ear ly a st  ag e as possible. 
While the budget schedule  f  o l l o w s   a   c o n s i s t  e n t    s e q u e n c e ,   t  i m i n g   m a y   v a r y   b a s e d   o n   c i r c u m s t  a n c e s .   F o r   e x a m p l e , 
y e a r s   d u r i n g   w h i c h   t  her e  is  a  pr oposal  f or  an  overr ide   r e s u l t    i n   l e s s   p r e d i c t  a b l e   b u d g e t    s c h e d u l e s . 

By st  atut  e,  t  he  budg et  presented t  o t  he  Annual  T own  Meet  ing  f  or  consider ation  is  t  he r ecomm endat  ion of  t  he 
Advisor y Comm itt  ee and is  cont  ained in t  he Advisory Comm itt  ee's r eport under  t  he  b udg et  a rt  icle  in  t  he  Com bined  
Repor ts. T he  Select  Boar d's  separat  e  com m ent  s  and  r ecomm endations are also  included  in  t  he Combined  
Report  s. 

The Select Board�ïs Office provides copies of the Town Administrator�ïs Financial Plan and initial budget 
recommendations to all Town Meeting Members. These are provided at the time of their submission to the Select 
Board and Advisory Committee and are also available on the Town�ïs website. 

Adoption of the Budget

T he final budget as approved by the Advisory Committee is moved by the Committee under the budget article on 
the warrant for the Annual Town Meeting.  The Committee will present  a " balanced"  budg et  in  which  t  ot  al  proposed
appropr iations  eq ual  pr oj ect  ed revenues  f  or  t  he f iscal year .  After a debate, Town Meeting will adopt a budget that 
may or may not be in balance.  The budget will be reconsidered at the November Special Town Meeting and 
adjustments made to various budget items based on events or circumstances arising after the Annual Town 
Meeting.  If the budget passed by Town Meeting at the Annual Town Meeting was not in balance, appropriate 
adjustments will be adopted so that a balanced budget is achieved.

See �òAnnual Appropriations Vote�ó below for a more detailed description of the procedures applicable to the 
adoption of the budget at the Annual Town Meeting.



19

TOWN MEETING PROCEDURES

Arriving at Town Meeting - Preliminary Matters

Annual and Special Town Meetings begin at 7:00 pm. Town Meetings are held in the Brookline High School 
Auditorium, 155 Greenough Street. 

On  ar r ival,  T own  Meet  ing  Members  sig n  in  w i t  h   T o w n   s t  a f  f    a n d   r e c e i v e   n a m e t  a g s   a n d   t  h e i r   i n d i v i d u a l l y   
p r o g r a m m e d   v o t  i n g   d e v i c e   u s e d   f  o r   r e c o r d e d   e l e c t  r o n i c   v o t  e s .   C h e c k - i n   t  a b l e s   a r e   l a b e l e d   b y   p r e c i n c t    i n   t  h e   
v e s t  i b u l e   i m m e d i a t  e l y   o u t  s i d e   t  h e   a u d i t  o r i u m .   T he  Select  Boar d  and other  at  - larg e m em ber s check  in  wit  h  
p r ecincts  13  t  hr oug h  16.

The auditorium is partitioned to seat Town Meeting Members toward the front and guests to the rear of t  h e   o r a n g e   
d i v i d e r s   i n   e a c h   s e a t  i n g   s e c t  i o n .   T h e   M o d e r a t  o r  may announce special  seat  ing  arr angem ent  s  or  except  i ons at  t  he  
beg inning  of  a   T own  Meet  ing.

In the auditorium, the Select Board and members of the Advisory Committee sit at the front of the auditorium. From
the perspective of Town Meeting Members, the Select Board sits to the left of the Moderator and the Advisory 
Committee to the right. The Moderator stands on stage at a podium with the Town Clerk to his or her right and the 
Town information technology staff members who manage audio/visual presentations and electronic votes on his or 
her right, also from the perspective of the meeting.

Appr oxim ately ten m inutes  prior  t  o t  he com m encem ent  of  t  he  f  ir st  session  of each T own Meet  ing ,  t  he  Moderat  or  
leads  a  volunt  ary  Pledg e  of  Alleg iance,  pur suant  to  a   T own  by - law. By t  r adit  ion,  af t  er  t  he  call  t  o order  of  t  he f irst  
session  of  each T own  Meet  ing  and  bef ore  condu ct  ing any business,  the National Anthem is  sung.

Although not legally required, pr ior  t  o  t  he  conduct  of  business  at  each  Annual  T own  Meet  ing   t  he  T own  C lerk  
swear s  in  newly elected  and  r e- elect  ed T own  Meet  ing  Members .  The Town Clerk also reads the roll of former Town 
Meeting Members who have passed away since the previous Annual Town Meeting, after which Town Meeting 
observes a moment of silence.

Pr ior  or  subseq uent  t  o  t  he st  ar t  of  each T own  Meet  ing ,  t  he  Mode r ator  m ay  appoint t  ellers  t  o  count  any  st  anding  
votes  and ,  if  appointed, swear   t  hem t  o t  he f ait  hf ul and im part  ial perf orm ance of t  heir dut  ies.  The need for tellers has 
been obviated in recent years by the advent of electronic voting.

A  scr een is  p o s i t  i o n e d   behind  t  he  Moderat  or  p r i o r   t  o   the  beg inning  of  e a c h   session  of  a  T own  Meet  ing . T he  scr een
is  used  prior  t  o T own  Meet  ings  t  o  display special  instr uct  ions and during Town Meetings to display speaker visual 
presentations and the results of elect  r onic votes.  When not being utilized for one of these purposes, the screen 
displays the Town seal.

Call to Order

When the Town Clerk determines that a  m aj orit  y  of  T own  Mee t  ing  Members have checked in to the meeting, the 
Moderator will declare a quorum present and will call  t  he m eet  ing  t  o  order .  O nce a   session  of  t  he m eet  ing  i s   c a l l e d   
t  o  or der,  t  he  session  will  cont  inue  unt  il  adj our ned, alt  houg h t  he  Moderat  or  m ay  call  f  or  shor t  recesses  f  rom  t  im e  t  o  
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1 Tow n Meet ing Tim e was originally written and has been re-edit  ed by groups of em inent Massachusett  s m oder ators . It is
pr esently in its t  hird edit  ion, and copies are available at t  he m ain T own librar y and at t  he Coolidg e Cor ner and Putt  er ham
br anches. Copies m ay also be pur chased f r om t  he publisher , the Massachusetts Moderat  ors Association, by request to the
Moderator.

t  im e in appropr iate cir cumst  ances. T heModerat  or assum es t  hat a q uor um r e m a i n s   p r e s e n t    t  hroug hout t  he 
m eet  ing, but any T own Meet  ing Memberm ayq uest  ion t  hepr esenceof aq uor um at any  t  im e. Thereupon all 
business comes to a halt while the Moderator determines if a quorum is present. If a counted quorum i snot present
and a q uor um cannot beat  t  ainedprom ptly, for example by calling back Membersin t  hevicinit  y of t  he audit  orium , 
T own Meet  ing m ayeither vote t  o adj our n t  o a later dat  e or , if t  he Moderat  or consider s it appropriat  e, vote to 
dissolve the m eet  ing.

General Conduct and Conventions of Town Meeting

�x�� Town Meeting reviews all articles in the warrant, which are explained in presentations by the Select Board, 
the Advisory Committee, citizen petitioners, interested Town Meeting Members and, at times, members of 
the public. 

�x�� The meeting is conducted by the Moderator, who has control over the meeting�ïs proceedings subject to and
within the limits of relevant Massachusetts law and the Town by-laws.

�x�� The Moderator is also guided by Town Meeting�ïs traditions and common sense.
�x�� The parliamentary handbook for the proceedings of Brookline�ïs Town Meetings is �òTown Meeting Time,�ó  

by which the Moderator is also guided to the extent applicable.1

The following are long - st  anding  tr adit  ions of Town Meeting. While not statutory, they are strongly encouraged by 
the Moderator:

�x T own  Meet  ing  Members  are  expect  ed  t  o  pay f ull  attent  ion  t  o  t  he  Meet  ing proceedings.
�x�� All cell  phones should be silenced, and cell  phone  use  is perm itt  ed  in  t  he  audit  orium  during Town Meeting 

only to provide access to electronic records relevant to Town Meeting.
�x�� No polit  ical dem onstr ations or  act  ivit  ies  m a y   t  a k e   p l a c e   wit  hin  or  imm ediately  out  side  of  t  he audit  orium.
�x�� No  polit  ical  sig ns,  banners,  f  lags  or  oversized  badg es  a r e   p e r m i t  t  e d   wit  hin  t  he audit  orium,  whet  her  or not  

r elated  t  o m at  t  er s  that  m ay or  wil l  come  bef ore  T own  Meet  ing .
�x�� A pplause is permitted af t  er  a speak er  has  concluded  his  or  her  r em arks, but  not dur ing  a present  ation.
�x�� Overt expressions  of  opposit  ion,  par t  icularly  booing  or  hissing,  will  n o t    b e   t  olerat  ed by the Moderator.

T he  principal  pur pose  of  t  hese  r ules  and  tr adit  ions  is  t  o  pr omot  e  unprejudiced discussion and  respectful decorum  
at  T own  Meet  ing s. While the Moderat  or  has  t  h e   st  atutor y  power t  o have  r emoved  f r om  t  he  m eet  ing  any  per son  
who  m at  erially  interf er es  wit  h  it  s  proper  decorum and g ood or der, the Moderator exercises this power with great 
care  a nd  only  on  very  r are  occasions  and  af t  er  a  suit  able  warning . 

In  t  he  inter est  of  f  air ness,   t  he  Moderat  or  m ay perm it  t  he  suspension  of  an established r ule of  t  he  m eet  ing  in  a  
part  icular  instance. However, a  m ot  ion  f  r om  t  he  f  loor  f  or  a  " suspension  of  t  he  r ules"  is not  per m issible  in  
Brookline�ïs Town  Meet  ing .   N o r   i n   o u r   T own  Meet  ing   i s   t  h e r e   a n y   appeal  o f    t  he Moderat  or' s  r uling s  on  questions  of
or der  and  procedur e.  Points  of  or der  m ay  be  m ade,  but t  he Moderat  or ' s r uling on a point of order is also not 
appealable.



21

2 Q uest  ions  r eg ar ding  t  he  applicabil it  y  of  t  h e  st  ate conf lict  of  i nter est  law in  a  part  icular  case m ay be dir ected t  o T own Counsel 
or t  he St  ate Et  hics Comm ission.

Conflict of Interest Disclosures

Elected  T own  Meet  ing  Members  are  exempt  f  r om  t  he  provisions  of  t  he  Massachusett  s  conf lict of  inter est  law,  
Chapter  268A  of  t  he G eneral  Laws,  wh ich  covers  other  municipal  employees and  elected  of f  icials. This  exempt  ion  
exist  s  because  of  t  he special  st  at  us  of  T own  Meet  ing Members  as  elected representatives. However,  under  well- 
r ec og nized principles  of  et  hics,  prior  t  o addr essing  T own  Meet  ing ,  s p e a k e r s   s h o u l d   disclose  any m at  erial econom ic  
i n t  e r e s t    t  h a t    h e   o r   s h e   o r   a n y   m e m b e r   o f    h i s   o r   h e r   i m m e d i a t  e   f  amily  or  any  close business  associat  e  has  in  t  he  
part  icular  m at  t  er  under  consid erat  ion. 

Similarly,  any  speaker who is  employed  in  any  capacit  y,  ( such  as  at  t  or ney,  ar chit  ect  ,  brok er ,  etc.),  by  another  
p a r t  y   inter est  ed  in a n   a rt  icle  under  discussion  should  disclose  that  r elat  ionship  bef ore  speak ing. Any T own Meet  ing
Member  who  is  p a rty to a potential conflict of interest  should  consider  volunt  aril y abst  aining f r om  voting  on  t  he 
ar t  icle in q uest  ion. T he Moderat  or  will  o n   r e q u e s t    announce any such abst  ent  ion bef ore or  af t  er t  he vote  on t  he main
m otion under t  he art  icle.

While T own Meet  ing Members are exempt f r om t  he st  ate conf lict of interest law, t  hey m ay be or become subj ect t  o
t  he law if t  hey serve on an elected or appoint  ed comm it  t  ee, boar d or comm ission. T own by- la ws r eq uir e per iodic
t  r aining, provided by t  he Of f  ice of T own Counsel, in t  his statute and in the requirements of t  he st  at  e O pen
Meet  ing Law, f or per sons subj ect t  o t  hese laws.  The training required in the state conflict of interest law may
alternatively be obtained online from a program administered by the State Ethics Commission.2

Etiquette of Speaking at Town Meeting

Request to Speak

Under Massachusetts law, no one may speak at a Town Meeting without having been recognized by the Moderator.  
Any  T own  Meet  ing  Member  wishing  t  o  speak  on any  ar ticle  should  contact  t  he  Moderat  or  by email or phone wit  h as 
much advanced notice as possible, providing t  he f ollowing inf or m at  ion:

�x Nam e and t  elephone num ber,
�x Art  icle num ber or subject m att  er,
�x W hether  s p e a k i n g   in support  or opposit  ion,
�x W hether r epr esent  ing  any specif ic g r oup or organization,  and
�x A descr iption of  any proposed visual presentat  ions.

Speak er s  will  be  r ecog nized  in  subst  ant  ially t  he  order  in  which  t  heir r eq uest  s  ar e  received, subj ect  t  o  t  im e  
lim itations,  pref erences accorded to  T own  Meet  ing  Members  and  t  he  Moderat  or' s  discr etion.

W hen  t  he  Moderat  or  r ecog nizes  a  speak er ,  he  or  she  should  address T own  Meet  ing  f  r om  t  he podium  at  t  he f r ont  of  
the  audit  orium  or  f  r om  one  o f  t  he f o u r   m icrophones  at  the f oot  of  t  he aisles  in  t  he  audit  orium ,  as  dir ect  ed  by t  he  
Moderat  or . M icr ophones  should  be  adj usted  so t  hat  t  her e  is approxim at  ely  one  t  o  t  wo  inches  of space  
bet  ween  t  he  m icr ophone  and  t  he speak er .

A Town Meeting Member�ïs desire to speak cannot always be anticipated and may arise only during the debate.  T o w n   
M e e t  i n g   M e mbers  who  have  not  arrang ed  in  advance  t  o speak  m ay  proceed  dur ing  t  he  debate  t  o  o n e   of  t  he 
m icr ophones at the foot of the aisles of  t  he audit  orium and wil l be r ecog nized by t  he Moderat  or f rom t  ime t  o t  im e.
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If  a   s p e a k e r   cannot  comm unicate a request to speak  t  o  t  he Moderat  or,  the r eq uest m ay  be  m ade  t  o   the  T own  
Clerk. The Participating in Debate in Town Meeting section of this handbook provides an explanation of t  he 
Moderat  or�ïs process  in  cr eat  ing speak er s�ï  list  s,  r eser ved  t  im e  block s  and alt  erations of  t  he  or der  of  speak er s  on  
t  hese list  s.

Tim e Limit s

Ordinarily  speak er s  are lim it  ed  t  o  f  ive  m inut  es speaking blocks.  However, t  he  Moderat  or m ay r educe  t  his  lim it  t  o  
t  hr ee m inut  es  or  less  if  many  speak ers  wish  t  o  be  hear d  on  a specific issue or if there is an exceptionally long or 
difficult warrant for the meeting. The Moderator may also grant speakers time in excess of the meeting standard, 
but arrangements for this must be made ahead of time.  

T he  Moderat  or  m ay provide  t  he  principal  proponent(s)  of  com plicated  or unusually  im por t  ant  a r t  icles  wit  h  
addit  ional  t  im e t  o present  t  h e s e   a r t  i c l e s   and,  af t  er  advance consult  ation  wit  h  t  he  interest  ed  part  ies,  t  he  
Mo der ator  m ay  str uctur e  the  debat  e  on  a  m aj or T own  proj ect  or  issue  in  t  im e  block s  of  specif ied  leng t  h.  When 
the proponents of a controversial article have been allowed extra time to present, the Moderator will inform 
opponents and grant them a similar block of time for their rebuttal.

Preparati on

T own  Meet  ing  Members  who  plan t  o speak  on  a rt  icles should  org anize  t  heir  t  houg ht  s  and arg ument  s  so  t  hat  t  hey  
c a n   b e   p r e s e n t  e d   e f  f  e c t  i v e l y   in  not  m or e  t  han the applicable time limit as descr ibed  above.

The Moderator provides prior approval of PowerPoint pr esentat  ions  and other  visual  t  o o l s   b u t    d o e s   not  r evie w 
cont  ent  . Visual presentations should be carefully prepared for clarity and consistency with the accompanying verbal 
presentation. Presentations should be submitted at least a day in advance to tm@brooklinema.gov. Presenters 
should also consult  on the day of presentation wit  h  the  I T   p r o f  e s s i o n a l s   o n   s t  a g e   o r   t  h e   p e r s o n   m a n n i n g   t  he  audio- 
visual  syst  em boot  h  in  t  he r ear  of  t  he audit  orium.

Speakers often benefit from practicing their presentations aloud with a timer. It can also be helpful to speakers to bring
a timer to the podium monitor time during presentations, although the Moderator will provide each speaker with a 
one-minute warning of the end of his or her time block and a request to terminate the presentation at the end of the 
allotted time.

Adjournment  and Di ssoluti on

T h e   M o d e r a t  o r   w i l l   n o t    a l l o w   a n   a r t  i c l e   t  o   b e   c o n s i d e r e d   i f    t  h e   d e b a t  e   i s   l i k e l y   t  o   l a s t    s i g n i f  i c a n t  l y   b e y o n d   1 0 : 3 0 
P M .     W hen  t  he  a rt  icle  under  debat  e  at  t  h a t    h o u r   i s   resolved bu t  other  a r t  icles  r em ain t  o  be  consider ed,  t  he 
Mo der ator  will  ent  ert  ain  a  motion  t  o  adj our n  t  o  t  he next  r eser ved  evening , subj ect  t  o  T own  Meet  ing �ïs  r ig ht  t  o  
adj our n  t  o  any  other  dat  e .

W hen  all  t  he  a r t  icles  in  t  he warr ant  have  been  act  ed  upon  or  other wis e  resolved,  t  he  Moderat  or will  t  a k e   a  m ot  ion  
t  o dissolve  t  he  m eet  ing   a n d ,   a f  t  e r   a   s e c o n d   a n d   v o t  e   o n   t  h a t    m o t  i o n   w i l l   a n n o u n c e   t  h e   a d j o u r n m e n t    o f    t  h e   
m e e t  i n g   s i n e   d i e . 

mailto:tm@brooklinema.gov
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THE ORDER OF TOWN MEETING
Town Meeting follows a generally predictable sequence of activities described in detail below.

 

O rder of Arti cl es
Warrant articles are typically considered in the order in which they appear in the warrant.

T he Moderat  or  m ay chang e t  h e   or der  o f    a r t  i c l e s   b a s e d   o n   t  h e   b e l i e f    t  h a t    s u c h   a   c h a n g e   w o u l d   b e   e q u i t  a b l e   or  
clarifying to the course of the meeting. If there is substantial interest in a particular article by citizens other than Town
Meeting Members, the Moderator may designate a specific time and evening when that article will be considered. If 
there are guests, such as students, who will speak on an article, the Moderator may designate a day and time for their
convenience.  Any change from the order in which articles appear on the warrant, whether initiated by the Moderator 
or on the motion of a Town Meeting Member (which may be made at any appropriate time) is subject to the approval 
of Town Meeting.

W hen  the  subj ect  m att  er  of  t  wo  or  m ore  art  icles  is  subst  ant  ially  t  he  sam e,  t  he Moderat  or  m ay r ule t  hat  t  hese 
art  icles  be debat  ed  t  og et  her,  a r uling t  hat  is  ordinar ily  not  put  t  o a vote  of  T own  Meet  ing. However, T own  Meet  ing   
h a s   t  h e   r i g h t    t  o propose �ò dividing  t  he  q uest  ion �ó   s o   t  h a t    t  h e   a r t  i c l e s   a r e   d e b a t  e d   s e p a r a t  e l y .  During  and  af t  er  a 
combined  debat  e,  t  he  Moderat  or  must make sure that Town Meeting Members understand exactly what m otions  are  
being  debated  and  t  he  order  in  which  votes  will  be  t  ak en  on  such  m ot  ions.

Making Motions

A motion is the text of a proposal under a warrant article.

Town Meeting Members must make and second a motion for an article to be debated. An article itself is not a 
motion, but only notice of a general subject matter to be discussed. Any motion may be offered if the Moderator 
deems it to be germane and within the scope of the article.  Since the motions to be made under an article will have 
been published in advance of the session at which they will be made, the Moderator will always preface the debate 
on an article by summarizing all such motions or referring to their location in the Combined Reports or a 
supplement.  In most cases, the Moderator will also state the name of the moving and seconding parties. 

The Main Motion

The principal substantive motion made under an article is known as the main motion.

�x Typically, the main motion is the motion proposed under the article by either the Select Board or the 
Advisory Committee and printed in the Combined Reports or a supplement. 

�x In case of a petition article, the main motion will always be proposed or at least approved by the principal 
petitioner, although it may appear in the Combined Reports as the motion of the Select Board or Advisory
Committee.
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Once the main motion is presented at Town Meeting, and debate follows, and several outcomes may result. An 
article may be:

�x passed,
�x substituted for or amended,
�x referred to a Select Board or Moderator�ïs committee,
�x referred to a Town board, commission or committee,
�x postponed,
�x defeated by the approval of a No Action motion, or
�x defeated by a counted vote on the motion�ïs merits.

Debate

Af t  er a m otion has been m ade and seconded, t he debat e beg ins. In addition to the petitioners, the Moderator
puts together a list of interested speakers based on those who have directly contacted him. Key contacts are
included in the Appendix. 

�x F o r   a r t  i c l e s   o t  h e r   t  h a n   c i t  i z e n s �ï   p e t  i t  i o n s ,   t  he Moderat  or  w i l l   f  i r s t    c a l l   o f    w h i c h e v e r   o f    t  h e   A dvisory  
Comm itt  ee  and t  he  Select  Boar d is putting forth the motion in the Combined Reports

�x I n  case  of  a  cit  izen  pet  it  ion  a r t  icle,  t  he  f  ir st speak er  will  usuall y be  the  principal  pet  it  ioner  or his  or her 
designee,  whet  her or not  t  he Advisor y  Comm it  t  ee  or  Select  Boar d  is  in  f avor  of  t  he  pet  it  ioner�ïs  
posit  ion.

�x T her eaf t  er,  t  o  t  he ext  ent  f  eas ible,  t  he  Moderat  or  will  usual ly  a lt  ernate  bet  ween  proponent  s and  
opponents  of  t  he m otion.

�x All  T o w n   r esidents  are  ent  it  led t  o  speak  at  T own  Meet  ing  wh e n  r ecog nized  by  t  he Moderat  or. 
However, t  he  Moderat  or  or dinar ily  wil l  not invite non-T own Meet  ing Members  t  o   s p e a k   unt  il  every  
T own  Meet  ing  Member  r e q u e s t  i n g  t  he  oppor t  unit  y  t  o  speak has been heard.

�x T he  Moderat  or  m ay mak e  except  ions  f  or  n o n - T o w n   M e e t  i n g   M e m b e r s  who  are  dir ect  ly  and 
subst  ant  ially  af f  ect  ed  by  t  he  m ot  ion  and,  on  r ar e  occasions, f or  out  side  exper t  s  or of f  icials  of  non- 
Br ook line ent  it  ies wh o  m ay be inter ested  in t  he  subj ect  m att  er  of  an  art  icle  bef ore  t  he  m eet  ing.

�x T he  Moderat  or  also  typically per m it  s  st  udents f r om  Br ook line  schools  t  o  speak  wit  hout  obser ving  
m a n y   o f    t  h e   u s u a l  f  orm alit  ies.

�x Because debate  m ay be cur t  ailed, t  he process  descr ibed  above  m ay  r esult  in  lim it  ing  par t  icipat  ion  
in  t  he  debat  e  pr incipally  t  o  T own Meet  ing  Members. (see " Motion  t  o Close Debate, "  below) .

Participating in Debate at Town Meeting

T he  Moderat or r eg ulates T own  Meet ing  debat es  and  det erm ines  t  he  or der  of  t  he  speak er s .

�x The Moderat  or t  ypically sends a lett  er t  o T own Meet  ing Members wit  h the Combined Repor t  s, describing
special procedures r e l a t  e d  t  o  s p e a k i n g  t  hat will appl y dur ing t  hat T own Meet  ing . The Moderator may
follow up on this written communication with email guidance related to specific warrant articles. 

�x The Moderator prepares a speak er s' list  f or  each article prior t  o Town  Meet  ing ,  b a s e d   o n   t  h e   M o d e r a t  o r �ï s 
c r i t  e r i a   f  o r   t  h e   o r d e r   o f    s p e a k e r s . 

�x T h e   M o d e r a t  o r   e s t  a b l i s h e s   t  h e   o r d e r   o f    s p e a k e r s   s o   t  h a t    debat  es are inf or m at  ive  and  provide  am ple  
opport  unit  y f or  all  sides  o f  an  issue  t  o  be presented  and  discussed.

�x T he  Moderat  or  est  ablishes  t  im e  lim it  s f or  speak er s. Limits are usually no  m ore t  han f ive  m inut  es  unless  
prior  arr ang em ent  s  have  been  m ade  t  o  exceed  t  hat  lim it.
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�x For articles for which a large number of Town Meeting Member have signed up to speak, or for entire 
meetings for which there is a complicated or extensive warrant, the Moderator is likely to impose a standard
time limit of three minutes per speaker.

�x The Moderator may provide  eq ual  block s  of  t  im e f or  present  at  ions  by  propon ent  s  and  opponent  s  of  
com plex  or cont  r oversial  proposals,  in  t  he  inter est  of  providing  inf or m at  ion  t  o T own  Meet  ing  in  as  
com plete and  usef ul  a  m anner  as  possible.

�x The Moderator wil l  di sclose  t  o any  r e q u e s t  i n g   speak er t  he  nam es  of  ot  her s  who  have  sig ned  up t  o speak  
on  t  he sam e  side  of  t  he  issue and wil l  per m it t  wo  or  m ore  speak er s t  o establish t  he order  of  t  heir  
present  ations so long  as anyone whose pr iorit  y on t  he list  w o u l d   t  her eby be lowered consents to this 
change.

�x The Mo der ator  m ay inter r upt  t  he  speak er  schedule  during  debat  e  f  or  a q uest  ion - and- answer per iod,  
dur ing  which  T own  Meet  ing  Members may come to a microphone and ask  q uestions regardless of  
whet  her  t  hey  have sig ned  up  in  advance  t  o  speak.

�x T he  Moderat  or will  ordinar il y  att  em pt  t  o  lim it  t  hese  sessions  t  o q uest  ions,  as  opposed  to  or ations.
�x In  r ecog nit  ion t  hat  t  he  need  to  speak  cannot  always be  ant  icipat  ed  and  m ay g row  out  of  specif ic  actions  or

discussion  at  t  he  m eet  ing ,  t  he  Moderat  or will  oft  en r ecognize  T own  Meet  ing  Members  who  wish  t  o  speak  
even  t  houg h  t  hey  have  n o t    advised t  he Moderat  or  in advance of  t  heir intent  ion t  o do so.

Audiovisual Presentations

Ar r ang em ents  f or  using  PowerPoint  presentations or  ot  her audio- visual  presentat  ions  m ust  be approved by t  he  
Moderat  or  in  advance  of  T own  Meet  ing , alt  houg h  t  he  m o d e r a t  o r   w i l l   n o t    r e v i e w   cont  ent  of  present  at  ions.  To  
prom ot  e  an  or der ly  audio - visual  presentat  ion, present  ers   m u s t    s u b m i t    t  h e i r   p r e s e n t  a t  i o n s   t  o   
t  m @ b r o o k l i n e m a . g o v   a t    l e a s t    a   d a y   b e f  o r e   t  h e   p r e s e n t  a t  i o n   and  coor dinat  e  wit  h  o n e   o f    t  h e   T o w n   I T   
p r o f  e s s i o n a l s   o n   t  h e   s t  a g e   o r   t  he  T o w n   s t  a f  f    per son  oper ating  t  he A/ V  resources at  t  he r ear of  t  he audit  or ium prior 
t  o t  he start of the session at which t  he presentat  ion will be m ade.

Who May Address Town Meeting

As described above, Town Meeting Members and petitioners and Town residents may address Town Meeting based 
on prior arrangement with the Moderator.

Non- R esidents
Non- r esidents  m ay address T own Meet  ing  if pr ior  ar r ang ement  s  have been m ade wit  h t  he Moderat  or .  The 
Moderat  or  wil l  intr oduce  t  he  non -r esident,  m ay  summ arize  his  or her  q ualif ications  and r easons  f or  wishing  t  o  
speak, and will call  f or  any  obj ect  ions. If 15 or more  T own Meet  ing  Members  st  and  in  opposit  ion  t  o  t  he  proposed  
speak er ,  t  he  Moderat  or  will  not  perm it that individual t  o  addr ess t  he  body. T he  Moderat  or  m ay a lso  lim it  t  he 
num ber  of  o u t  s i d e   r epr esent  atives  of an advocacy g r oup who m ay speak  on an ar t  icle of  inter est t  o t  hem.

Town  Departm ent Heads and Ot her T own Employees

A T own  Depart  m ent  Head  wil l  be  available to speak at Town Meeting f or  t  he  pur pose  of  pr oviding  inf or m at  ion and  
answering  q uest  ions  posed  by T own  Me eting  Members when  m att  ers  wit  hin  his or  her  j urisdict  ion  are  debat  ed.  
By long - st  anding tr adit  ion, T own Departm ent Heads and ot  her T own employees do not advocat  e  posit  ions  bef ore  
T own  Meet  ing . The Moderat  or  m a y   i n   h i s   o r   h e r   d i s c r e t  i o n   m ak e  except  ions  t  o  t  his g eneral  pr opos it  ion.

Actions on the Main Motion - Coordination of Motions

A comprehensive list of possible motions, together with their priority, is set forth in the table entitled Parliamentary 
Guide, from Town Meeting Time, on the inside front cover of this Handbook.

mailto:tm@brooklinema.gov
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�x Amendments  and  ot  her  motions t  o  be of f  er ed under  an ar t  icle m ust  be subm itt  ed  in  suff icient t  im e  t  o  be  
pr inted  and dist  r ibut  ed  t  o T own  Me eting  Members  at  least  24  hour s  pr ior  t  o  t  he comm encement  of  t  he  
session  at  which  t  he  a rt  icle  is  t  o  be consider ed. H o w e v e r ,   t  he  Moderat  or  m ay  allow e xcept  ions  t  o  t  he  
advance  f  iling  r eq uirement  in  case  of  m otions  t  hat are  non- subst  ant  ive  or  easy  t  o  underst  and, and may also
allow exceptions in the interest of justice or an orderly Town Meeting process so long as such motions can be 
delivered electronically to Town Meeting Members prior to the Town Meeting at which they will be presented. 
These exceptions are relatively rare  and are made st  r ict  ly at the discr etion of the Moderator.

�x Amendm ents  and other  m ot  ions  should  be  subm itt  ed  in  wr it  ing,  or  by  e - m ail,  t  o  eit  her  t  he T own  Clerk  or  
t  he  Of f  ice of  t  he Select  Boar d .

�x Subject to the discretion of the Moderator as described above, motions t  o  be pr esented at  t  he f ir st  session  of  
any Town  Meet  ing  m ust  be included  in  t  he  Supplement  al  m ailing and a m ot  ion  t  o  be  present  ed  at  a 
subseq uent  session  should  be  subm itt  ed  no later  t  han  m id - day  on t  he  day  of  t  he T own  Meet  ing session  
prior  t  o t  he  session  at  which  it  will  be  presented.

�x If  t  he  Select  Boar d  and  Advisory Comm itt  ee  have  a  pr evi ously  scheduled  m eet  ing  prior t  o  t  he  session  at  
which  t  he  m ot  ion  will  be consider ed, each will t  ypi cally consider  and t  ak e a posit  ion on t  he proposal.

Amendments and Substitute Motions

Amendments and Subst i t  ut e M ot i ons  m ay seek  t  o inser t  , str ik e out  or  subst it  ute  words  in t he m ain motion.
�x�� Motions to amend r eq uir e  a  second  and  m ust  be  wit  hin  t  he  scope  of  t  he  a rt  icle.
�x�� A m otion t  o amend m ust be acted upon bef ore  t  he  m ain  m ot  ion  is  voted  on.
�x�� O nly a m ajority vote is r eq uir ed t  o pass an am endment  , even if t  he m ain m otion req uir es a great  er -t  han-

maj ority  vote.
�x Appr oval  of  an  am endment  m ust be f ollowed by a vote  on t  he  pending  m ot  ion, as amended or not.
�x A  m otion  t  o  am end m ay  it  se lf  be  amended,  but  only  one  am endment  of  a  m otion  t  o  am end  is allo wed  at  a 

t  im e.  I n  ot  her  words,  a m otion t  o " am end t  he  am endm ent  of  t  he amendm ent  "  is  not per m itt  ed.
�x A  m otion  t  o  subst  it  ute  a  completely  dif f  erent  version  of  t  he  m otion  on  t  he  f  loor  is  tr eat  ed as  a m otion  t  o  

am end;  t  hat  is,  if  t  he m ot  ion  t  o  subst  it  ute  ( am end  in  its  ent  irety)  succeeds,  T own Meet  ing  m ust  st  ill  vote  on  
t  he  am ended lang uage  even  t  houg h  it  is  voting  t  wice  on  exactly t  he same  wording.

Motions to Refer

A   M oti on t o Ref er moves the subject matter of a warrant article to a committee or board for further review.
�x�� A  m otion  t  o r ef er  t  ak es  prior it  y  over  t  he  m ain m otion  and amendment  s.
�x�� The referral may be to the Select Board, to a Moderator�ïs committee or to a Town department, and should

specify the scope of the referral and the point at which the referred subject matter should be reported back
to Town Meeting.

�x�� If the referral is to a Moderator�ïs committee, the Moderator will appoint such a committee after the Town 
Meeting ends, using criteria that will vary widely depending on the subject matter of the referral.

�x�� A motion to refer  should  com ply  wi t  h  t  he  not  ice  r eq uir ement  s  descr ibed  above,  in order  t  o  g ive  t  he  
Select  Boar d  and  Advisory  Comm itt  ee  an  opport  unit  y  to  consider  it,  alt  houg h t  he  Moderat  or  m ay m ake  
an except  ion  t  o  t  his  g ener al  proposit  ion in his or her  discr etion.

�x�� T he Moderat  or  wi ll  usuall y  r e q uir e  t  hat  t  he  ent  ir e  subject  m att  er  of  t  he  a r t  icle  in  q uest  ion,  including t  he  
m ot  ion  t  o  r ef er ,  be  dealt  wit  h  in  a  sing le  debat  e.

�x�� At  t  he  conclusion  of  the  debat  e,  t  he m otion t  o  r ef er  is  voted  on f irst, before any other motions.
�x�� If  such  a  m otion  is  def eated,  debat  e  r esum es  on  the  other  m otion(s)  on t  he f loor.
�x�� If  t  he  m ot  ion  t  o  ref er  is  approved,  a l l   d e b a t  e   under  t  he  a rt  icle  in  q uest  ion   w i l l   t  e r m i n a t  e   f  o r t  h w i t  h .
�x Since  a  T own  Meet  ing cannot bind f utur e T own Meet  ing s, post  ponem ent of a m att  er f or f utur e 

consider at  ion  is ordinar ily  accom plished  by  r ef err ing  t  he m att  er  t  o  t  he  Select  Boar d  or  other  T own  board  
or comm ission wit  h t  he ( non- binding ) r eq uest t  hat  it be broug ht  back t  o a f ut  ur e T own Meet  ing .
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Motions for Postponement 

A Motion for Postponement of Action may only postpone an article to a later time or session within the Town 
Meeting at which it is being considered. 

�x A Town Meeting does not have the power to bind a future Town Meeting to consider specific subject 
matter or take a specific action. This is because no subject matter or action may be considered other than 
articles on the warrant for a future Town Meeting.

�x In effect, voting to refer a matter to the Select Board with a request that it be brought back to a future 
Town Meeting results in postponement.

�x While the Select Board is not legally required to comply with such a request, it will ordinarily do so.

A Recommendation or vote of No Action on a proposal is the equivalent of a vote against the proposal.

Sometimes the recommendation of the Select Board or the Advisory Committee is that no action be taken on an 
article. If both the Select Board and the Advisory Committee recommend No Action, the proponents of the article 
are nevertheless entitled to make a motion for affirmative action under the article despite the opposition. The 
Moderator will typically accept such a motion as the main motion under the article. A vote of No Action on a 
proposal is the equivalent of a vote against the proposal.

Motions of Doubtful Legality

When a motion comes before a Town Meeting that is, in the opinion of the Moderator, of doubtful legality, the 
Moderator will nevertheless permit the motion to be debated and voted on, but will express his doubts to Town 
Meeting before the vote.  This procedure will be followed even if Town Counsel has rendered an opinion that the 
motion is illegal.  However, the Moderator may not permit a motion to be considered when and if a legal condition 
precedent to the article or motion has not been met, as for example when the Planning Board has not held the 
hearing on zoning proposal that is required by statute before it can be considered by Town Meeting.

Motions to Close Debate

A motion to close debate, often called "moving the previous question," or "moving the question." is not itself 
debatable, and a two-thirds vote is necessary for the motion to pass. 

�x A m ot  ion to close debate m ay by t  r adit  ion be m ade f r om  the f loor  wit  hout  t  he need  f or  t  he  m oving  
par t  y  t  o  be  f orm ally  r ecognized  by  t  he  Moderat  or.

�x If  a  m otion  f or  t  he q uest  ion  is m ade  and  if  ,  in  t  he  Moderat  or' s  j udgment  ,  adeq uat  e  debat  e  has  
been  heard  on  bot  h sides  of  the  q uest  ion,  t he Moderator wi l l   a l l o w   t  his  m otion  t  o  com e  bef ore  t  he
m eeting.

�x Pr ior  t  o  t  he vote,  t  he Moderat  or  usually  r eads  t  he  nam es  of  t  h o s e   who  have sig ned up  in advance  t  o 
speak  but  have  not  yet  been  heard  and points out or calls  out  t  he  nam es of  t  hose who are  st  anding  at
m icr ophones  wait  ing  t  o  be r ecog nized .

�x If  t  he  motion  t  o  close  debat  e passes,  all  debat  e  ceases  and  t  he m eet  ing  i m m e d i a t  e l y   votes, without 
further comment,  on t  he  pending  m ot  ion . Howe ver,  in the case  of  ext  r em ely  complicated  issues,  
t  he Moderat  or  may call  f  or  a brief  summ ar y of  t  h e  issues f r om  a repr esentat  ive  of  each side of  t  he 
q uest  ion bef or e pr oceeding t  o a vote .

�x If the motion fails, debate will continue as if the motion had not been made.

Voting Process

�x�� Af t  er  all  who  wish  t  o  be  heard  on  t  he q uest  ion  have  spok en,  or  if  t  he q uestion  has  been  s u c c e s s f  u l l y   called, 
t  he  Moderat  or  r epeat  s t  he  p e n d i n g   m ot  ions  or  r ef er s  to  t  h e i r   locat  ion  in  t  he  Com bined  Reports  or  a 
supplement, and voting then commences.
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�x�� F o r   e a c h   m o t  i o n   o n   t  h e   f  l o o r ,   t  he  Moderator  w i l l   say  " All  t  hose  in  f  avor.. ."  and t  he  r esponse is  " Aye."  T hen  
"All  t  hose  opposed.. ."  and  t  he  r esponse  is  �ò Nay�ó  or  �ò No."  If  t  he r esult  is clear, t  he  Modera t  or will declare  t  he
m ot  ion  to  have  been  adopt  ed  or  def eat  ed.

�x If  in  doubt, t  he  Moderat  or  m ay  ask  f or  a  show  of  hands and then announce the result. In this case, t  he  
Moderat  or  m ay  by  tr adit  ion  announce  a specif ic  t  ally of  votes  when  t  her e is  no  electr onic  count  ,  
part  icular ly  when  t  he  vote  is close  t  o  unanim ous,  so that  t  he  of f  icial  r ecor d of  the  m eet  ing  wil l  provide  a  
r easonably accur at  e descr iption of t  he str eng th of  t  he winning  vote.

�x�� T he T own  by- la ws  provi de  t  hat,  on m att  ers  t  hat  r eq uir e  a  t  wo - t  hir ds  vote,  t  he  Moderat  or  m ay sim ply 
declare  t  he  m ot  ion  t  o  have  been  adopt  ed by a  t  wo - t  hir ds  vote  wit  hout  actually counting t  he  vote;  pr ovided
t  hat,  if  t  he  announced  r esult  is  im m ediat  ely  q uest  ioned  by  at  least  seven T own Meet  ing  Members, a 
count  ed vote wil l be t  ak en.

Counted and Recorded Votes

�x A counted vote may be called for by the Moderator on his own motion and must be held if seven Town 
Meeting Members immediately rise and doubt a vote declared by the Moderator without a count.  The 
verification vote will be taken electronically and, unless there is a call for a recorded vote, the results will be 
announced by the Moderator but not recorded.

�x A vote that records the position of each voting Town Meeting Member may be requested prior to voting on 
any motion and, if at least 35 Town Meeting Members support that request, a recorded vote will be 
conducted.  Since the advent of electronic voting in 2012, other than the few instances in which electronic 
voting was unavailable, all recorded votes have been taken electronically.

�x In the rare instance in which electronic voting is unavailable, a recorded vote will be taken either by roll call or
by ballot. If the former, the Moderator will read through an alphabetical list of Town Meeting Members, 
record their responses and announce the result.  A ballot vote will be taken by written ballot distributed to 
each Town Meeting Member present, completed by those voting, and turned in and counted by tellers. The 
tellers return the ballots to the Town Clerk and announce the results of the vote to the Moderator, who then 
announces the result to the meeting and for the record.

�x Once voting in another form is underway, the Moderator will not allow a request for a recorded vote.

�x Except as otherwise provided in this section, the Moderator�ïs declaration of the result of a vote is final and 
may not be doubted.

�x Recorded votes are published on the Town website as soon as practicable after they are taken, are preserved 
by the Town Clerk for at least three years and are available for inspection as public records. The results of 
recorded votes are also published in the Town�ïs Annual Report.

Electronic Voting

As noted above in Town Meeting Procedures, upon  ar r ival at a Town Meeting,  T own  Meet  ing  Members  sig n  in  w i t  h   
T o w n   s t  a f  f    a n d   r e c e i v e   t  h e i r   i n d i v i d u a l l y   p r o g r a m m e d   v o t  i n g   d e v i c e   u s e d   f  o r   r e c o r d e d   v o t  e s . These devices  are 
pre -t  ested  t  o assur e oper abilit  y, but an  inoperative  device  m ay be exchang ed  at  any  t  ime  for  a replacem ent. As  
par t  of  t  he  prelim inar ies  f or  t  he  f ir st session  of  every  T own  Meet  ing ,  t  he  Moderat  or  conducts  a  pract  ice  vote  t  o 
f am iliarize  T own  Meet  i ng  Members  wit  h  t  he procedur es t  hat  will  b e f ollowed  in  voting electr onically. T hese 
pr ocedures  ar e as f ollows.

�x A vote  m ay be t  ak en electr onically under  any of  the f ollowing  cir cumst  ances:

- I f t  he Moderat  or doubts  t  he r esult  s of  a hand vote;
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-If seven Town Meeting Members immediately rise to doubt the declaration by the Moderator of the
results of a vote taken without a count; or

-Upon  the  r eq uest  of  not  less  t  han  35  Town  Meet  ing  Members  calling  f or  a  r ecor ded electr onic  vote.

�x O nce an  elect  r onic  vo t  e  has  been declared  or  properly r eq uest  ed, the Moderator will make sure that Town 
Meeting Members understand   w h a t    v o t  e   i s   b e i n g   t  a k e n .     W h e n   t  h e  on- sit  e  IT  m anag er  is r eady t  o  
proceed,  t  he Moderat  or  wi ll  declare  voting  o p e n   and a  countdown, usually 30 or 40 seconds,  wi ll  be  
displayed  on  t  he  scr een.

�x�� A t    t  h e   b e g i n n i n g   o f    t  h e   v o t  i n g   p e r i o d ,   t  he Moderat  or  wil l: 
-   f  i r s t    c a l l   f  o r   t  h o s e   i n   f  a v o r   o f    t  h e   m o t  i o n   t  o   p r e s s   n u m b e r   1   o n   t  h e i r   h a n d - h e l d   d e v i c e s ;   
-   t  h e n   c a l l   t  h o s e   o p p o s i n g   t  h e   m o t  i o n   t  o   p r e s s   n u m b e r   2 ;   
-   t  h e n   f  o r   t  h o s e   a b s t  a i n i n g   t  o   p r e s s   n u m b e r   3 . 

�x T own  Meet  ing Members  m ay chang e their  votes  at  any  t  im e until  t  he  expir ation  of  t  he voting  per iod,  but  
not t  her eaf t  er ,  and only t  heir  last  votes  wil l  be  r ecor ded.  The electronic voting system sometimes does not
record vote changes within the last few seconds of a voting period, so Town Meeting Members should not 
wait until the very end of the voting countdown to vote.

�x Dur ing t  he  voting  per iod,  t  he  r esult  s  of  t  he  vote will be displayed on the projection screen through a  series  
of  panels, by  pr ecinct  ( wit  h  one  panel  f  or  a t- larg e  T own  Meet  ing  Members ),  in  which  t  he  r ecor ded  votes 
of  all T own  Meet  ing  Me m ber s  who  have  voted  will  be  displa yed.

�x T he  complete  pr esent  ation  of votes  will  be  scr olled  t  hrough at least twice dur ing and after t  he  voting  
period ,  so  t  hat T own  Meet  ing  Members  may verif y t  he  accur ate r ecording  of  t  heir  votes.

�x At  t  he  conclusion  of  t  h e   projected voting,  t  he Moderat  or will declare t  he  r esult  s of t  he vote.

�x The result m ay  not be  challeng ed  or chang ed with the exception that, if  a T own  Meet  ing  Member�ïs  vote  
was  im proper ly r ecorded,  he or  she  m ay make correct such vote.

�x The Moderator and Town Clerk will accept vote changes on faith, provided that, in the event of a very close
vote, the Moderator may require a Town Meeting Member to explain publicly the circumstances requiring 
the change of his or her vote.

�x T own  Meet  ing Members  m ay  at  any  t  im e  pr ior  t  o  t  he  dissolution  of  a  T own  Meet  ing  corr ect  t  heir  
recorded  votes  by cont  acting  t  he  T own  Clerk,  and  such  chang es  will  be  m ade  in  t  he  recor ds  of  t  he  
m eet  ing  so  long as t  he Moderat  or has  announced t  he resulting chang e in the vote  t  ally during a Town 
Meeting session.

As  soon as feasi ble af t  er  a r ecor ded  vote  is  t  aken  elect  r onically,  t  he  r esult  s  of  t  hat  vote  wi ll  be  post  ed  on  the  T own  
websit  e  and  wi l l  r emain  so  post  ed  f  or a  per iod  of  at  least  t  hree  year s. El e ctr onic  votes  t  a k e n   solel y  f  or  t  he  
purpose  of  obt  aining  an  accurat  e  t  ally  o r   r e s u l t  i n g   f r o m   a   v o t  e   c h a l l e n g e   b y   T o w n   M e e t  i n g   M e m b e r s   wi ll  
not be post  ed publicly.

Town Meeting members with visual impairments who need assist  ance wit  h electr onic votes should cont  act t  he T own
Clerk  or  t  he Moderat  or  prior  to T own  Meet  ing ,  and  s u c h   assist  ance  will be arr ang ed.

When T own  Meet  ing  Members  leave  a   T own  Meet  ing   s e s s i o n , whet  her  dur ing  or  at  t  he end  of  t  he  session,  or  upon
dissolution  of  t  he  Meet  ing, they should  deposit  their hand- held devices  in  t  he  appr opr iat  e  bin  at  t  he r ear  of  t  he 
audit  orium . T own  Meet  ing  Members  who f ail t  o r etur n t  heir  devices will b e cont  act  ed t  he next  day by t  he T own 
Clerk �ïs  of f  ice.
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Annual  Appropri ati ons Vote

T he m ain  annual  budg et  m ot  ion  is  of f  er ed  by the  Advisory  Comm it  t  ee under an article in the warrant for the Annual 
Town Meeting each year.  Because of the complexity of the budget motions, special procedures apply to the process 
of considering the budget. 

T her e  are  som et  im es dif f  erences  bet  ween  t  he budg et  pr oposed  by t  he Advisor y Comm itt  ee  and t  hat  pr oposed  by 
t  he Select  Boar d. However,  neg ot  iations  bet  ween  t  he  t  wo  bodies  t  hat  m ay  cont  inue  up  t  o  t  he  st  ar t of  T own  
Meet  ing  or dinar ily  elim inat  e  m ost,  if  not  all,  of  t  hese  dif f  er ences. A s   a   r e s u l t  , T own Meet  ing  Members  m ay receive  
one  or  m ore  r evisions  t  o t  he  budg et  as  or ig inally  s e t    f  o r t  h   in  t  he Combined Report  s.

The budget debate commences with a presentation of the budget by the Chair of the Advisory Committee, followed
by a statement by the Chair of the Select Board and the presentation of the School budget by the Superintendent of
Schools.

T h e   m e et  ing  t  h e n   consider s  t  he  " Condit  ions  of  Appr opr iat  ions, "  as  set f or t  h  in  t  he  Advisory Comm itt  ee' s  m ain  
m otion,  and  any  am endment  s  t  o  t  he  Condit  ions  of  Appropriat  ions  proposed by t  he  Select  Boar d or by any T own  
Meet  ing  Me m ber.

Next, capit  al  expendit  ure items are consider ed individu all y, bef or e any ot  her  budg et  ar y appropr iations.  These items
 const  it  ut  e " special  appropr iations"  f  or  pur poses  of  t  he st  ate  r ef er endum  law.  S e e   R e f  e r e n d a   a n d   O v e r r i d e s   i n   t  h e   
A p p e n d i x .     T h e   M o d e r a t  o r   w i l l   s t  a t  e   t  h e   p u r p o s e   a n d   a m o u n t    o f    e a c h   c a p i t  a l   i t  e m ,   a n d   T o w n   M e e t  i n g   M e m b e r s   
m a y   c o m e   t  o   a   m i c r o p h o n e   t  o   c o m m e n t    o r   a s k   q u e s t  i o n s   a b o u t    p a r t  i c u l a r   c a p i t  a l   i t  e m s . 

T h e   M o d e r a t  o r   t  h e n   u s u a l l y   r e a d s   t  h r o u g h   e a c h   r e m a i n i n g   l i n e   i t  e m   i n   t  h e   b u d g e t  ,   T o w n   a n d   S c h o o l   
d e p a r t  m e n t  a l   a p p r o p r i a t  i o n s ,   n o n - d e p a r t  m e n t  a l   e x p e n d i t  u r e s   a n d   n o n - a p p r o p r i a t  e d   e x p e n d i t  u r e s ,   t  o g e t  h e r   w i t  h 
t  h e   a m o u n t    o f    t  h e   p r o p o s e d   a p p r o p r i a t  i o n .     A s   i s   t  h e   c a s e   w i t  h   c a p i t  a l   e x p e n d i t  u r e s ,   T o w n   M e e t  i n g   M e m b e r s   
m a y   c o m m e n t    o r   a s k   q u e s t  i o n s   a b o u t    a n y   s p e c i f  i c   b u d g e t    i t  e m . 

Each  budg et  it  em  is  subj ect  t  o  proper ly- not  iced  amendment  s  as  it  c o m e s   u p   f o r   c o n s i d e r a t  i o n   at Town 
Meeting. Since  ther e  is  no  leg al  r eq uirement  t  hat a  budg et adopt  ed  by T own  Meet  i ng  be  in  balance,  an 
amendm ent that changes the amount of an appropriation does not require a  m otion f or c o r r e s p o n d i n g   increases or 
decr eases in ot  her appr opr iation it  em s.

During the budget debate, depart  m ent heads are ava ilable f or q uest  ions  about  their depar tm ent  al budg ets as they 
are brought before Town Meeting.   The  Moderat  or  u s u a l l y   p e r m i t  s  T own  Meet  ing Members  t  o q uest  ion  
departm ent  heads  or  t  heir  desig nees  n o t    o n l y   about  t  heir  depar tm ent  al appropriat  ions  b u t    a l s o   about  any  other  
m att  er  r elating  t  o  t  he  operat  ion  or m anag ement  of  t  heir departments. T his  is  t  he  sole  opport  unit  y  availa ble  t  o  a  
T own  Meet  ing  Member  t  o  q uest  ion  a depar tm ent  head  on  t  he f loor  of  T own  Meet  ing  on  m at  t  er s  unr elated  t  o  a  
specif ic  budg et  it  em  or warr ant ar t  icle.

No votes are taken during the budget debate except in two instances:  when an amendment of a budget item is 
properly before the meeting, a vote will be taken on that amendment; and separat  e  two-thirds votes are taken on each
capit  al  appropr iation t  hat  is  t  o be f inanced in who le  or  in  part  by t  he issuance  of  T own  bonds.

At the end of the budget debate, an omnibus vote is taken which incorporates all majority or two-thirds votes taken 
during the debate.  This vote usually passes unanimously or nearly unanimously.

Am endm ent  s  of  appropr iation  it  em s  should  be subm it  t  ed in  advance,  as  descr ibed  under Am endm ent  s   and  
Subst  it  ute  Motions,  in  order  t  o  perm it t  he  Advisory  Comm itt  ee  and Select  Boar d t  o  consider  t  he  f  inancial  im pact  of  
t  he  pr oposed amendment  s pr ior  t  o T own  Me eting. The Mod erat  or  h a s   t  h e   d i s c r e t  i o n   t  o   perm it  except  ions t  o th e  
not  ice r eq uir ement. This would likely occur in  the event that amendment  s are proposed t  o  balance  appropriat  ions  
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and  r evenues  or  if  w a i v i n g   t  h e   n o t  i c e   r e q u i r e m e n t    would in the view of the Moderator serve  t  he inter est  s of 
f air ness  and eq uit  y.

I t  is  possible  t  hat  t  he  budg et  will  be out  of  balance  at t  he  end  of  t  he budg et  debat  e as a result of amendment  s. If 
t  hat were to occur, t  he Moderat  or  would encour ag e T own  Meet  ing t  o consider f urt  her amendment  s  in order t  o 
balance t  he budg et  .

I f    t  he  budg et  as  adopt  ed  is  not  balanced,  t  he  Select  Boar d  or  Advisory Comm itt  ee m ay propose amendm ent  s  at  
a  later  sess ion  of  t  he  Annual T own  Meet  ing.  If a balancing amendment is not approved,  a new T own  Me eting  wil l  
have  t  o  be  called  t  o  adj ust  budg et appropriat  ions  t  o  bring  the  budg et  into  balance . Alternatively,  b a l a n c i n g   t  h e   
b u d g e t   would ha ve  t  o  be  accom plished  at  t  he Fall T own Meet  in g .  N o t  a b l y ,   t  his  has not been necessar y in the 
past several decades.

W h i l e   t  he  above  p r o c e s s   descr ibes  t  he  procedures  cur r ent  ly  f  ollowed  f or  t  he  annual  appr opr iations  vote,  the 
Moderator has discretion to chang e t  hese pr ocedures  in g eneral or  in a part  icular  instance.

Secret Ballots

T her e  is  a  st  r ong  public policy to the effect t  hat  elected  r epr esent  atives  should  be  held  account  able t  o  t  heir 
const  it  uent  s f or  t  heir  act  ions  in  of f  ice. Accor ding ly,  secr et  ballot  voting,  which  is  r elativel y comm on in open t  own  
m eet  ing s,  is  not  encour ag ed  in  r epr esentative  t  own  m eet  ing s. Massachusett  s  law,  however,  perm it  s  secr et  ballots  t  o
be held  in r epr esentat  ive  m eet  ing s  if  t  wo - t  hir ds  of  t  hose  pr esent  approve  such  a  vote.

A  secr et  ballot  has  not  been  held  in Brookline�ïs  T own Meet  ing  in  r ecent  hist  ory,  but  t  her e  m ay  be  f act  ors  in  
connect  ion  wit  h  an  issue  t  hat  would sugg est  t  o  som e  t  hat  a  secret  ballot  m ig ht  be  in  order .

Consistent with all ballot requests, a  m otion  f or  a  secret  ballot  m ust  be r eq uest  ed  pr ior  t  o  voting  on  t  he  m ot  ion
in  q uest  ion and  will  not  be  allo wed  af t  er  voting  in another  f orm  has  commenced.  If  t  wo - t  hir ds  of  t  he  T own  
Meet  ing  Mem ber s  present  vote  in f avor,  a  ballot  will  be  dist  r ibut  ed,  com pleted, and collected  a n d   c o u n t  e d   by  t  he  
t  ellers.  Secret  ballots  wil l  si m ply  r ecor d �ò yes�ó  or  �ò no�ó  votes  and  abst  ent  ions and  will  not  r ecor d  t  he  name  of  t  he  
voting  T own  Meet  ing  Member,  and  appr opr iate  act  ions  wil l be  t  aken  by t  he  t  ellers  so  t  hat  voting  Members  need  
not  identif y  t  hemselves  publicl y  at  t  he m eet  ing .

Voting Requirements

Most  m otions r eq uir e a sim ple  m aj orit  y  vote  t  o be adopt  ed.  T h e Parliament  ary G uide  o n   t  h e   i n s i d e   o f    t  h e   f  r o n t    
c o v e r   o f    t  h i s   H a n d b o o k   s e t  s   f  o r t  h  cer t  ain  other  except  ions  t  h a t    are im posed by st  at  ut  e, including t  he f ollowing :

C i r c u m s t  a n c e R e q u i r e m e n t    f  o r   a d o p t  i o n 

T o pay  unpaid  bills  of  previous  year s f our -f if  t  hs vote at an Annual T own Meeting or
a nine- t  ent  hs  vote  at a Special T own Meet  ing 

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

T o aut  hor ize t  he T own t  o pur chase or t  ake land or 
easement  s

a t  wo - t  hir ds vote

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

T o  t  r ansf er  T own  land  ( except  land  acq u ir ed  f  or  park  
pur poses)  t  o  another  board  or f or another m unicipal 
purpose

a t  wo - t  hir ds vote
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